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“Weavers of Speech. 


















Io you, who each day 


‘Take on anew your tasks 


Th ses 3 < 


Along the lines that speech will go 

Through city streets or far out 

Upon some mountainside 

Where you have blazed a trail 

And kept it clear; 

To you there comes from all who use the wires 
A tribute for a job well done. 


For these are not just still and idle strands 
That stretch across a country vast and wide 
But bearers 

Of life’s friendly words 

And messages of high import 


‘Lo people everywhere. 


Not spectacular, your usual day, 

Not in the headlines 

Except they be of fire, or storm, or flood. 
Then a grateful nation 

Knows the full measure of your skill and worth : 
And the fine spirit of service a 
Which puts truth and purpose 
In this honored creed — « 


“c 


‘The message must get through.” : 
I 
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Never «a Dull Moment in Editing 


In one of Gilbert and Sullivan’s comic 
operas there’s a song which declares that 
a “policeman’s life is not a happy one.” 
But we are glad to report that an 
editor’s life IS a happy one. Perhaps no 
other job has so many satisfactions. The 
phone rings; somebody is tipping us off 
to a splendid bit of work in some com- 
pany. It rings again. We are able to help 
a subscriber find some needed bit of in- 
formation. The mail comes in. The top 
letter says we don’t know what we are 
writing about; and the next letter under 


it says an idea from a recent article 
proved useful. And so on and on. We 
never, never tire of hearing about people 
who have found better ways to do things. 
The truth is, we hear so many reports 
that we just can’t get around to learn 
about all of them. Running down in- 
formation and sharing it with thousands 
of readers, many of whom are good 
enough to tell us it helps them, is the one 
and only job for us, and we don’t care 
who knows it. All we want is more time 
to dig up more facts.—E. W. 
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*% AT RAISING 
NET PROFITS 


With a record of returning a 
year’s cost in one month of 
proper operation, the Morton 
Suggestion System produces 
profits in any kind of business. 

You get the benefit of 20 
years of experience in over 
10,000 installations when Mor- 
ton puts your employee sug- 
gestion program on a _ pro- 
fessionally organized basis. 
The Morton System has kept 
companies just like your own 
continually supplied with use- 
ful, money-saving ideas. 

An important reason for the 
Morton System’s success any- 
where, anytime, is the quality 
of its material and equipment. 
It would cost you a small for- 
tune to produce, for your ex- 
clusive use, proved and tested 
material of equal effectiveness. 
That’s why the Morton System 
so often has been able to de- 
liver surprising results where 
“home-made” plans had failed. 

You need no longer make 
costly experiments with your 
own “idea boxes.”’ Simply write 
for complete details on a Mor- 
ton Suggestion System for 
your business. Please mention 
what you do and tell, us 
about how many em- 
ployees you have. 


MORTON.< 


MANUFACTURING CO. 
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Tipping Habit 
To the Editor: 

Congratulations on the tipping article 
in the September issue. It’s a very com- 
petent and sensible handling of a con- 
troversial issue. I hope it has some effect 
in putting tipping back onto a peacetime 
basis. The out-of-reason wartime tipping 
is not only useless but it seems in bad 
taste, now that things are beginning to 
get back to normal.—-A. C. Katmpacn, 
editor and publisher, Trains, Milwaukee, 
Wisconsin. 


How Taylor Bedding Grew 


To the Editor: 


In your September issue, the story by 
Ruel McDaniel, entitled “A Little Busi- 
ness Can Grow Big,” is very interesting, 
and we believe it would be of interest to 
our readers. 

We would appreciate it very much if 
you will give us permission to reprint 
this story in an early issue, with full 
credit to your magazine and to Mr. 
McDaniel. Also, if we might borrow the 
engravings used with the article, we will 
be indebted to you.—H. G. Arnoxp, busi- 
ness manager, Southern Advertising and 
Publishing, Atlanta, Georgia. 


To the Editor: 

On page 10 of your September issue, 
there appears a very fine article about 
the growth of the Taylor Bedding Manu- 
facturing Company—an article which we 
would like very much to reprint with 
your permission and, of course, giving 
credit to American Business as_ the 
source. 





If this is agreeable with you, perhaps 
you would also be willing to lend us the 
three halftones appearing on pages 10 
and 11 for illustrations in connection 
with this article reprint.— Roperr B 
Locan, Bedding, Chicago. 


Messrs. ArNnotp and LoGan: We are 
glad you liked Ruel McDaniel’s artick 
and are happy to grant permission to 
reprint it, as suggested. 


Keep Step! 
To the Editor: 


We have recently seen and been very 
impressed by the article, “Keep Step or 
Fail,” which was published in Americas 
Bustness in December 1946. 

This is a story that every client of a1 
advertising agency should be told. There 
fore could we obtain copies of the article 
and the right to reprint same?—Josepii 
J. Bercuorr, Berghoff Associates, Inc 
Hollywood, California. 


Mr. Bexunorr: Thanks for your letter 
We are happy to grant permission to re 
print this short article. 


Executive’s Real Job 


To the Editor: 


“The top executive’s real job...is t 
exercise leadership and assume final re 
sponsibility.” True, but how many to} 
executives are rea] executives? 

I know many ambitious, aggressiv: 
young men in different organizations wh« 
are held in check by top executives wh: 
refuse to delegate responsibility © 
authority. 
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The executives described by Mr. Garth 
in his article were not real leaders. An 

executive has only himself to blame if he 

carries the ball for all company opera- 
tions; after all, he has the authority to 
re weak men and hire strong ones. 

I must disagree with Mr. Garth almost 
v0 per cent. The real executive has the 
ibility to hire good men and to delegate 
esponsibility to them. — Lynn H. 
“anMEN, Distillation Products, Ine.., 
ochester, New York. 


Blanket Reprint Permission 


'o the Editor: 


The Digest of Industrial Relations is 
sublished for the advancement of sound 
dustrial relations in American industry 
nd distributed to the members of this 
ssociation. A copy is enclosed for your 
iformation. 

May we have your permission to quote 
rom articles in your magazine from 
ime to time, with fuil credit, as we see 
it? We are requesting to do this rather 
han writing to request specific permis- 
ion each instance because of the im- 
ortance of the time element. All quota- 
ions will be very brief and probably of 
no more than two paragraphs. — A. G. 
l'uompson, director of publications, Na- 
tional Metal Trades Association, Chicago. 


Mr. THomrsons You may consider this 
blanket permission to reprint or digest 
articles as requested. 


Hoods for Noisy Machines 


To the Editor: 


Some time ago I saw an illustration in 
American Business of a stand which is 
placed behind office machines to reduce 
noise. Will you kindly refer this inquiry 
to the advertiser or give us the name of 
the company making this office equip- 
ment? Thanks for your cooperation. 
Jose H. Kates, managing director, 
Adolph Kates §& Son, Havana, Cuba. 

Mr. Kates: We believe the machine to 
which you refer is the Acoustor hood 
made by The Acoustor Company, 
Youngstown, Ohio. 


Plastic Equipment 
To the Editor: 


Please advise where we may buy the 
desk basket illustrated on page 2 of your 
September 1947 issue. The photo was 
printed through the courtesy of the 
Bakelite Corporation. 

Also advise where the plastic drapery 
materials, shown on page 19 may be had, 
and who designed and executed the dis- 
play shown on page 18.— Wuarton 
GREEN, Jr., treasurer, Nye-Wait Com- 
pany, Ine., Auburn, New York. 


Mr. Green: The desk tray and the 
plastic drapery materials are Bakelite 
Corporation products. Further informa- 
tion concerning them may be had by 
writing the company at 300 Madison 
(venue, New York City 1. 
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ensational new PUSH-BUTTON Auto- 
typists compose and type letters automat- 
ically from PRE-selection of paragraphs! 


HAT’S the way it is! Same girl. Same 
form paragraphs, But a jump in output 
from 35 letters a day to 300 letters a day! 
You see, one girl can type on only one 
typewriter at a time. Obviously, her letter 
output is bound to be limited. But this 
same girl can easily operate three Push 
Button Auto-typists. Since each Auto- 
typist can turn out 100 completely type- 
written letters a day, a total of 300 or 
more becomes simple automatic office 


routine! 


HOW AUTO-TYPIST WORKS 

There are two rolls of perforated paper 
tape in the Auto-typist. Each roll carries 
as high as 80 separate and different form 
paragraphs. Just by pushing buttons, the 
operator causes the Auto-typist to type 
these paragraphs in any sequence — any 
combination. Thus, an endless variety of 
letters is possible. At any predetermined 
point the Auto-typist will stop so the 
operator can make manual insertions. 


A “DEMONSTRATION” BY MAIL 
Learn how many of America’s largest 
companies are saving time and money by 


answering all routine correspondence with 
Auto-typist—personal letters without typ- 
ing errors—letters that formerly cost $1.00 
or more to dictate and type but that now 
are turned out for only a few cents by 
Auto-typist. Eye-opening facts are waiting 
for you. Write a letter or use coupon to- 
day. We'll answer with an Auto-typed 
letter as a demonstration. 


The usto-tyPist 


Dept. 311, 610 N. Carpenter St. 
Chicago 22, Illinois 


American Automatic Typewriter Co., 
610 N, Carpenter St., Dept. 311, | 


Chicago 22, Il. 


Write to me on- the Auto-typist. Also | 
send with your special Avto-typed letter, | 
circular that illustrates and describes the 
three Auto-typist models including the sen- | 
sational new Push-Button. No obligation. 


Name 


Address 


| Company | 


City Zone State 
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DITTO SIMPLIFIES ENTIRE ADMINISTRATIVE 
PROCEDURE AT WALES-STRIPPIT CORPORATION 


At Wales-Strippit Corporation nothing is copied or re-written 
that can possibly be mechanically duplicated with Ditto. And 
with good reason. The installation of Ditto Order-Invoice and 
Purchase-Receiving systems saves $4,000 annually for the 
North Tonawanda, New York firm. Wales-Strippit executives 
report that this saving is almost secondary to the complete 
elimination of errors effected by Ditto. By coordinating de- 
partmental activities and eliminating paper work errors, Ditto 
simplifies the entire administrative procedure. Whatever the 
nature or size of your business, you can utilize Ditto, the One- 
Writing Business System, to similar advantage. For details on 
how Wales-Strippit assures accuracy and saves $4,000 yearly 
with Ditto, write today for your copy of Case History No. 4612. 


DITTO, INC., 694 South Oakley Blvd., Chicago 12, Illinois 
In Canada: Ditto of Canada, Ltd., Toronto, Ontario 


| tigate Ditto P t, The Machinel 

Paral a or Sul Sadie. ONE-WRITING 

Write for Samples. BUSINESS 
SYSTEMS 


TRADE MARK REG, U, S. PAT. OFF, 
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7 TIM ! oi business 


Western Union could use some 
management and supervisory skill 
these days. A customer in Phila- 
delphia telegraphed us on October 
21, relative to an important mat- 
ter. We received the telegram late 
in the afternoon of October 22 

more time than required for an air- 
mail letter. When we checked with 
the Western Union office they told 
us a delivery boy who attends 
school had our telegram on the 
afternoon of the twenty-first, but 
did not get around to us. So he 
took the telegram home, then to 
school on the day of the twenty- 
second, and got around to deliver- 
ing it to us late in the afternoon, 
about 30 hours after the telegram 
was dispatched, and 24 hours after 
it was received in Chicago. Mean- 
while, the 
thought we were sound asleep. Oh, 
this marvelous postwar world of 


customer probably 


wonders ! 


Roscoe R. Rau, executive sec- 
retary, National Retail Furniture 
Association, says, “Bedding and 
furniture are fast crawling up on 
a mountain of dynamite. A score 
and more of shock forces might 
easily force them off and the price 
structure collapse.” Mr. Rau re- 
ports that order-pyramiding is the 
rule not the exception, and pre- 
dicts that much of the present pile 
of backlog business will not be 
shipped. But he expresses optimism 
and says that the outlook for the 
next 6 or 8 months is good. That 
is, if the industry takes no action 
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to cancel these good prospects. 


Mr. Rau, didn’t you 
statements of the National Manu- 


read the 


facturers Association? They told 
the world, more than a year ago, 
that good old competition would 
make everything all right with 
prices, if the OPA could only be 
abolished. They assured us that 
prices might slip up just a little, 
but that soon after the OPA was 
done away with the forces of com- 
petition would bring prices down. 
Why don’t you stop worrying and 
let NAM take care of everything? 


Teaching Workers the so- 
called “economic facts of life,” is 
a favorite topic for convention and 
banquet speakers these days. Al- 
most everybody you meet has a 
plan for teaching workers these 
mysterious facts of economic life 
in these United States. It used to 
be that most of the men we saw on 
streets carrying brief cases were 
salesmen. Today, they are people 
who have a plan for teaching work- 
think 
workers know that old Joe Stalin’s 


ers something. We most 
way of life is no good; we do not 
believe it necessary to spend a lot 
of money trying to prove some- 
thing most everybody but a pre- 
cious few peanut-brained dim-wits 
already know. We are, therefore, 
happy to hear what James C. 
Worthy, of the Sears Roebuck 
department, told the 
Management 


personnel 
American 
tion recently. He said: “Rather 


Associa- 


than worry about teaching our 


employees the ‘economic facts of 
life,’ it would be better for us in 
management to keep in mind one 
of the basic ‘social facts of life’ 

namely that attitudes are largely 
a product of experience. If the 
worker’s experience on the job 
causes him to dislike and distrust 
management, no amount of ‘edu- 
cation’ will change his feelings or 


behavior.” 


John S. Knight, editor and 
publisher of the Chicago Daily 
News, who also controls papers in 
Detroit, Akron, and Miami, said 
recently, “I grow exceedingly 
weary of hearing how the capi- 
talistic system is on trial.” Com- 
munism and socialism, rather than 
‘apitalism, are on trial, asserts 
Mr. Knight. This is truly “Light 
from Knight,” if we know a sound 
statement when we hear it. Let us 
keep this in mind next time a con- 
vention orator stands up and talks 
to us about capitalism being on 
trial. It’s the only system with 
which we are familiar, which man- 
ages to provide enough to eat for 
everybody who is willing or able to 
work—and a pretty fair amount 
of groceries for a lot of people who 
seem able to get along amazingly 
well with darn little work. 


General Motors profits are 
being criticized by union labor 
leaders. When the recent General 
Motors statement came out, one 
well-known labor leader managed 
to grab a lot of space in the news- 


0 








’ Thousands of business organizations have profited from National’ 
three-point service in the mechanization of office work. Throug! 
UsunNedd. its use they have made substantial reductions in costs, securec 


more complete and more accurate records in less time, and gener 


ally increased operating efficiency. This service has been equall 
effective with organizations of 50 employees, or of 50,000. 






Zz CAREFUL ANALYSIS OF each individual business 
* situation by trained National representatives, to 
determine the best possible way of keeping the records and 
handling the transactions under consideration 


Z THE RANGE OF National Accounting Machines is so 
© wide that it covers the needs of every type of business 
enterprise. From this range, the National representative 
then selects the correct National Accounting Machine, 
or combination of machines, and supervises the installation 





ALL NATIONAL ACCOUNTING 

e MACHINES require the minimum 
of service— but they do require that 
minimum. They should have this serv- 
ice from factory-trained experts, using 
factory-made parts — obtainable only 
from National’s own service depots. 











* ok * 


Under the National Cash Register 
Maintenance Plan, the Company inspects 
your equipment at regular intervals for a 
fixed annual fee. We urge you to use this 
plan. All needed adjustments are made, 
and any necessary factory-made parts fur- 
nished. Lubrication is expertly checked 
and renewed with the proper grades and 
types. New ribbons are put on as required. 














When was your National Accounting Machine 
last serviced? Call your local National represen- 
tative, and have him send you an NCR factory- 
trained expert from the nearest of our more than 
400 Sales and Service Offices. The National Cash 
Register Company, Dayton 9, Ohio. 





y 
MORE THAN 400 
SERVICE POINTS 





CASH REGISTERS » ADDING MACHINES 
THE NATIONAL CASH REGISTER COMPANY ACCOUNTING MACHINES 
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papers by saying that the com- 
pany’s profits were too high. 
\bout the same time, the Electro- 
Motive Division of General Motors 
was holding a celebration of its 
25th anniversary. At this celebra- 
tion C. E. Wilson, president of 
General Motors, told that the 
Electro-Motive Division was em- 
ploying more than 12,000 people, 
producing at the highest rate in its 
history, and was more than a year 
behind in shipments. “But in all 
these 25 years the Electro-Motive 
Division had never contributed a 
dollar which General Motors could 
use as dividends. Every dollar the 
division has earned has .been put 
right back into more brick and 
mortar, more machines, inventory, 
and development work. If General 
Motors profits were less, Electro- 
Motive could conceivably be em- 
ploying only 1,200 instead of 
12,000.” Who, we wonder, will be 
able to provide employmert for 
workers on this scale, unless cor- 
porations are allowed to 
profits? Union labor should read 
the old fable about the farmer who 
put green goggles on his horse so 
it would eat the dead weeds. It 
was a good plan—and a money- 
saver—until the horse died from 


earn 


malnutrition. 


John W. Barriger, president 
of the Monon, was the subject of 
a story in our August issue. We 
said some rather complimentary 
things about the gentleman; 
among others was one where we 
put our neck out. We said it 
looked as if he would cure nearly 
all of the road’s many ailments. 
Well, it looks as if we are going to 
be proved right. Monon has al- 
ready turned the corner and re- 
ceipts in recent months have been 
ahead of the same months in any 
previous years. He’s climbing to- 
ward his announced goal of $18,- 
000,000 for 1948. 


John S. Coleman, president, 
Burroughs Adding Machine Com- 
pany, reports that total sales for 
the first 9 months of 1947 were 
$42,037,853 as compared with 
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$27,249,896 for the same period in 
1946. Unit production was 51.44 
per cent higher than for the same 
period in 1946. Which shows what 
can be done to increase production 
when a company determines to do 
it. There has been a lot of stream- 
lining in the entire setup at Bur- 
roughs in the past year, and this 
is the 
Despite this excellent record stock- 


sort of progress result. 
holders received a smaller share of 
total income than in either 1941 
or 1946. 

Kaiser-Frazer, much to the 
surprise of some people, is now 
reporting profits. In a_ special 
stockholders’ edition of the K-F 
News, stockholders were told that 
the third quarter of this 
shows profits of $8,277,308. In 


this same period, the company’s 


year 


working capital nearly doubled. 
Production for 1947, if nothing 
impedes it in November and De- 
cember, will probably amount to 


143,000 units, the report states. 


Irving S. Olds, board chair- 
man United States Steel, in com- 
menting upon the increase in big 
steel dividends said, “I think that 
what we have been doing right 
along to enlarge and modernize 
our facilities expresses our faith 
in the future of this country and 
the future of our business. It 
should indicate that we do not 
think 
around the corner.” The company 
announces that it is spending 500 


there is any depression 


million dollars in new equipment, 
expansion, and modernization. 


Nashville, Chattanooga 
& St. Louis Railway inaugurated 
a new train last June to serve 
Memphis and Nashville. It is 
‘alled the “City of Memphis.” We 
have an interesting letter from 
J. F. Gaffney, Jr., who is pas- 
senger agent. He reports that the 
train has been costing $2.10 a 
train mile to operate and that 
earnings have been $2.65 per train 
mile. The new train was built in 
the road’s own shops, and is 
modern in every respect. All of 





which seems to add more evidence 
to the claims of Robert Young and 
John Barriger that modern, fast, 
passenger service will 
United 
States. Prior to introduction of 


courteous 


pay anywhere in the 


this new train, the passenger serv- 
ice between Memphis and Nash- 
ville left much to be desired. The 
new train has created a big in- 
crease in passenger business for 


the road between the two cities. 


Hotel, Restaurant, Train 
service is generally improving. 
Here is the situation as we see it. 
Enough people have brought a re- 
turn to virtual prewar service and 
courtesy to prove that it can be 
done. Yet there are still hundreds 
of places where service is slow, in- 
efficient, surly, and cantankerous. 
In these places, management 
alibies with the statment, “You 
can’t get good help today,” or it 
simply says, with a shoulder shrug, 
“Oh, well, you know how things 
Actually, the 


behind 


are these days.” 


management which hides 
this type of alibi is simply admit- 
ting it has been unable to cope 
with the situation and is more in- 
efficient, or less alert than its help. 
As we said before, wherever man- 
agement has made a sincere and 
skilful attempt to restore prewar 
courtesy, it has met with consider- 
able success. In nearly all of the 
remaining service institutions 
where service is still slow, surly, 
and marked by indifferent work- 
manship, it is purely a manage- 
ment failure. 


Rock Island Lines announce 
inauguration of a new Rocket to 
serve Chicago and Omaha. On 
November 23 two new trains, 
Diesel-powered, streamlined and 
modern, to be called the Corn Belt 
Rockets, will go into service be- 
tween Chicago and Omaha. The 
westbound train will make night 
runs to augment the present serv- 
ice offered by the daytime Rocky 
Mountain Rockets. Eastbound, 
the new Rocket will leave Omaha 
at 11:30 a. m. to arrive in Chicago 
at 8:30 p. m. 








Mr. Herberger Talks 








Manufacturers are overlooking a tremendous market 
in the small-town and small-city retailer. And many of 
the wholesalers are failing to serve him properly. Pri- 
vate brands, sold by the mass merchandisers, are con- 
quering the small-town market, because no one seems 
to know how to teach the little retailer to sell volume 





Reported by 


EUGENE WHITMORE 





Once a small-town, but big-volume 
retailer, G. R. Herberger is presi- 
dent of Butler Brothers, Chicago 


R. HERBERGER, recently 

* appointed president of Butler 
Brothers, largest wholesale dis- 
tributor of general merchandise in 
the country, is a retail merchant. 
His father still operates a retail 
store in Osakis, Minnesota, which 
does an annual volume of slightly 
more than $400,000. 

When he was 22 years old, Her- 
berger opened his own store in St. 
Cloud, Minnesota, building a chain 
of seven department stores in the 


8 


Northwest, with 
600 employees. 
In 1942 he bought the old 
Schaller department store in 
Watertown, South Dakota, from 
Marshall Field and Company. 
This store’s peak volume during 
the 10 years prior to Herberger’s 
purchase did not exceed $200,000 
a year. But by 1946 Herberger 
had built sales to $1,050,000, in 
the same building, in a location 
which was supposed to be on the 
down grade when he bought the 


approximately 


store. 

These facts are mentioned to 
show that Mr. Herberger knows a 
thing or two about retailing. Now 
listen to what he says about manu- 
facturers who sell to small-city 
retailers: 

“Just before I came to Butler 
Brothers, we decided to stop buy- 
ing coats from a certain women’s 
wear manufacturer. We had no 
complaint about the style or 
quality of these coats. Neither 
were the prices out of line. We 
could sell those coats and our cus- 
tomers were pleased with them. 
But we decided to stop buying be- 
cause the salesman overpowered 
our buyers to the point where it 


About Retailing 


was impossible to do business wit! 
him without suffering from sever 
overstocks. 

“T would not mention this in 
cident if it were unusual. But it is 
common. When the average sales 
man approaches a small-town or « 
small-city buyer, he attempts t 
sell him much more merchandis: 
than the merchant can profitabl, 
handle. He overloads the merchant 
with too much slow-moving mer 
chandise such as the very small o: 
the very large sizes. The result i- 
that turnover is slowed to th 
point where the merchant cannot 
earn a profit.” 

This seems to be a pretty strong 
indictment of selling generally. 
and I asked Mr. Herberger if it 
were true that the average small 
town merchant is actually beset 
by serious difficulties in buying. 

“He certainly is,” Mr. Her 
berger said emphatically. “H 
finds it almost impossible to buy 
direct from many manufacturers. 
because these manufacturers re 
quire him to buy too much — sv 
much that his investment is fai 
too large. 

“If he attempts to buy from tly 
average jobber, he finds it impos 
sible to maintain balanced stocks 
of fast-moving merchandise. Hi 
must have this fast-moving mer 
chandise, or he cannot compet: 
with the chains and mail-order 
stores in his own community or in 
nearby larger towns. 

“A store doing one, two, or thre 
hundred thousand dollars a year 
cannot afford to have its buyers 
rushing back and forth to New 
York. The wholesalers, as a rule. 
do not carry the kind of mer 
chandise he needs. One time a 
wholesaler will have nothing but 
cotton blankets; next time the 
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The Herberger stores are proof that volume is available to the small-town merchant if he adopts big-town merchandising 
tactics. Here is the end of the party held in St. Cloud, Minnesota, in honor of Mr. Herberger’s joining Butler Brothers 


merchant needs blankets, the same 
wholesaler has nothing but all- 
wool blankets. And this is true in 
many other lines of merchandise. 

“Butler Brothers has proved 
that every merchant must main- 
tain a basic stock of standard 
items which sell constantly and 
rapidly. Without this basic stock 
of what we call checklist merchan- 
dise, turnover becomes so slow 
that the operation is unprofitable. 
There are almost no wholesalers to 
which a small merchant can turn 
for this type of merchandise week 
in and week out, year in and year 
out.” 

(It should be made plain here 
that Mr. Herberger is referring to 
the small general store, the so- 
called junior department store, 
and the variety store.) 

“We went over the country, 
city by city, and asked about job- 
bers in one city after another, 
canvassing name after name of 
one-time famed jobbers. Many of 
them are out of business, the Num- 
ber One reason being that they 
did not know the merchant’s prob- 
lem, and cared less. 

“The wholesaler, when he sells 
to the merchant, must, in turn, see 
that the merchant sells to the con- 
sumer. The average jobber per- 
forms only half the operation. 

(Continued on page 32) 
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Butler Brothers has services which enable the small merchant to operate a 
store and compete with the large chains in promotion, price, and appearances 


— S8atae 





Typical of the stores, whose owners tie up with Butler Brothers, are these two 
shown here. The country needs thousands of such modern small retail stores 
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When office methods fail 
to keep pace with produc- 
tion and sales, the work 
of every department can 
be handicapped. An un- 
usually helpful report on 
how Joslyn overhauled 
outmoded office methods 
to spearhead progress 





ECHANIZATION of most 

clerical work has made it pos- 
sible for us to handle four times as 
much annual volume of business 
today as we did 10 years ago, with 
only 16 additional personnel,” re- 
ports P. R. Pennington, controller 
of the Joslyn Manufacturing and 
Supply Company. 

“Actually this means the volume 
of paper work is about three times 
greater than it was before, because 
of additional government reports, 
plus the additional volume of busi- 
ness, the companies we have added 
to the parent organization, and 
the extra operating and sales re- 
ports required,” Mr. Pennington 
“We total of 36 


veople working in our payroll, ac- 
fan] . 


adds. have a 
counting, tax, and auditing de- 
partments. If we were handling 
these same clerical tasks manually, 
I doubt if we could do the work 
with two and a half times the num- 


her of people we are now employ- 
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ing in all of these departments.” 

During the past 10 years, an- 
nual sales have jumped from 10 
million to about 40 million and are 
still climbing at Joslyn, manufac- 
and distributor of 


turer power 


transmission and telephone line 
equipment, with home offices in 
Chicago. 

To handle a growing volume of 
paper work to keep pace with this 
mushroom-like expansion, at a 
time when experienced office help 
was and still is difficult to obtain, 
clerical and accounting operations 
had to be overhauled. This was es- 
sential if top management was ¢o 
the 
quickly in 
policies and in planning future 


get information it needed 


directing company 
operations. 

“These were the problems we 
Mr. 


“when we began to set the stand- 


faced,” said Pennington, 
ards and objectives we wanted our 
accounting department to meet. 
We tackled this problem as the 
company began to expand. Our 
sales, production, and distribution 
had outgrown our once-adequate 
but outmoded clerical methods. 
“We had to develop methods of 
that 


would not only keep pace with 


handling office production 
company growth but keep ahead 
of it. Operating reports going to 
top management should, of course, 
give a running, up-to-the-minute 
picture of company progress. We 
felt these reports should be more 
than They 


should be the forerunner of com- 


historical records. 


ohb Koh aKo}al 
Fd alelot—m 


pany progress. They should ie 
used by top management to speai 
head company planning. 
“Management — simply 
sufficient 


sales reports. Profit-and-loss stat 


was! 
getting operating andl 
ments weren’t broken down to giv 


comparat ive vear- to-date percent- 


age figures that could be used 
easily and quickly. All information 


the 


ledger, and there were conventional 


was recorded — in general 


profit-and-loss statements — and 
balance sheets. Yet digging this | 
the 


ledger and putting it into concise 


information out of general 
report form so it could be readily 
used was painfully slow, and the 
Manutface- 


turers know that by-products can 


cost was prohibitive. 
oftentimes prove as profitable as 
the major products a company 
produces, vet the by-products of 
our accounting system — sales 
analysis, inventory, and cost re- 
ports—were being wasted.” 

How Joslyn solved this problem 
with a minimum of trained clerical 
workers illustrates a number of 
sound principles in efficient office 
administration, and suggests sev- 
eral pointers for other companies 
experiencing growing pains. ll 
clerical operations were carefully 
systematized, centralized, and 
mechanized. But this is only part 
of the story. 

How could a step-by-step pro- 


gram be worked out that would 
keep abreast or ahead of company 


How 


(Continued on page 42) 


progress? could all by- 
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Marchant operators check accounts receivable vouchers, After information from various departments at Joslyn is 
extend time cards before IBM tabulating cards are punched coded, IBM cards are punched in the tabulating section 





Automatic sorting machines enable the tabulating depart- More than 200 specialized reports are prepared each month 
ment to use each card to prepare at least three reports at Joslyn using alphabetical and numerical tabulators 





IBM transfer posting machine is used to post customer Once tabulating cards are punched and filed numerically, 
ledger cards from master accounts receivable ledger they are used to prepare quarterly and annual statements 
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When to Invest in 
Modernization. 





‘“To buy or not to buy’’—that is the question whenever 
someone recommends modernization or expansion. 
Here the economist for Stein, Hall & Company puts 
down 10 points to check, which will help decide when 
an investment is worth while, and when it is doubtful 





BY ROBERT L. HEILBRONER 


 geangenr economic analysis has 
not yet produced a foolproof 
method of forecasting the move- 
ments of the business cycle. But 
the many and varied theories of 
economic fluctuation achieve a 
really remarkable unanimity in 
one respect — in the importance 
they attach to the volume of busi- 
ness spending for new plant and 
equipment. It is agreed by modern 
economists that nothing is so de- 
flationary as a halt in the expan- 
sion of business productive facili- 
ties ; nothing so conducive to pros- 
perity as healthy activity in these 
lines. 

It is one thing, however, to deal 
at the level of national analysis 
where 
measured in the billions or tens of 
billions, and another to’ face the 
individual decision of whether to 
add a machine, to expand a fac- 


‘apital expenditures are 


tory, or to reorganize a flow of 
production. 

Caught between the technical 
enthusiasm of his production men 
and the wary cost-mindedness of 
his comptroller, the business execu- 
tive often feels he lacks an objec- 
tive criterion of “worth-whileness” 
to guide his investment decisions. 
Unfortunately, he is right. While 
fairly precise general rules can be 
laid down for many business activ- 
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ities—accounting, credit manage- 
ment, traffic control, or even ad- 
vertising—it is far more difficult 
to formulate an over-all guide for 
investment. For the buying of a 
machine cannot be isolated or 
divorced from the rest of the ac- 
tivity of the enterprise; the final 
approval or veto of plans for ex- 
pansion must always stem from 
each firm’s individual history and 
unique prospects. A wise invest- 
ment for the ABC Company may 
have nothing in common with a 
wise investment for the XYZ 
Company. 

While no tailor-made set of 
rules can be relied upon, there are 
a few points which can be used as 
a sort of checklist; a set of re- 
minders, cautions, and warnings 
against which to view the question, 
“Is this investment worth while?” 
When we ask ourselves what we 
mean by this very question, we 
soon realize that to be “worth 
while” an investment must present 
at least one of the following six 
attractions: 

1. Saving Labor 

Labor may be saved in many 
ways. Besides men who are directly 
displaced, a new machine may cut 
down on other personnel. Some- 
times the labor involved indirectly 


in handling and _ storage is 


economized. Or factory account- 
ancy or maintenance problems may 
be streamlined. 

The advantages of saving labor 
are twofold. In the first place, tie 
actual reduction of. personne! 
often means a simpler administra- 
tive problem. Secondly, payroll 
and payroll taxes are reduced. 

2. Cutting Costs 

A new machine may cut cosis, 
either by turning out more goods 
or by turning out the same number 
more cheaply. These are different 
advantages with very different 
ramifications. The first type of 
saving implies a larger volume of 
unit sales; the second, more 
economical operation within your 
previous capacity. 

3. Safety 

The advantages of safety are 
far greater than the obvious 
humanitarian gains. The merit 
rating of your plant may be 
raised, and your industrial com- 
pensation costs may be greatly re- 
duced. Plant morale may be vasily 
stimulated. 

4. Elimination of Waste 

A capital investment may pre- 
sent tremendous savings through 
as in 





more accurate measurement 
the case of weighing machines—or 
through better quality control 
which will cut down on rejects. 
5. Flexibility of Operation 

An investment often pays divi- 
dends because it enables the pro- 
duction flow to be more flexible. 
The installation of an overhead 
carrier system in one durable 
goods manufacturing plant made 
it possible to reroute the assembly 
flow, whenever necessary, so as to 
bypass a particularly troublesome 
point which often delayed ‘he 
whole process, and caused an \n- 
balanced production flow. 
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i. Other Advantages 

No itemization of the potential 
dvantages of a proposed invest- 
aent could hope to be complete. 
‘he investment may save time; it 
nay economize on floor space and 
save rent; sometimes its advan- 
ages are in sanitation ; sometimes 
merely in stand-by service. 

Thus far the businessman has 
concerned himself with the gross 
savings, so to speak, of his con- 
templated capital expense. In 
order to make his final decision, he 
may see if the “worth-whileness” 
of his investment is outweighed by 
the disadvantages which almost 
every investment will entail. Gen- 
erally speaking, he must consider 
these factors as an offset to the 
advantages he seeks: 

1. Cost 

Usually the cost price of the 
proposed investment will be the 
factor that is considered para- 


mount. But cost resolves itself 
down to depreciation and main- 
tenance, primarily; the actual 


price of the machine itself being 
considered only insofar as it is 
above or below the “normal price” 
for such a piece of equipment. A 
million-dollar investment may be 
a profitable and wise investment, 
while a thousand-dollar machine 
may be a foolhardy venture — if 
the million-dollar expansion will 
earn its own cost and the cheaper 
investment will not. 
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The 


preciation and maintenance can 


proper allocation of de- 
only be worked out with the advice 
of an experienced cost accountant ; 
aside from the various methods of 
depreciation open to you, there is 
the very important matter of in- 
crease in maintenance charges as 
the machine advances in age. 
2. Interest 

Interest charges on the money 
invested in the expansion are a 
legitimate charge which is too 
often neglected in weighing the net 
profitability of an investment. For 
a proper allocation of interest 
charges your accountant should 
also be consulted. 


of electric bookkeeping is saving mil- 
lions of dollars and much manpower 
for many progressive organizations 


a a 
THIS MODERN METHOD 


THIS OBSOLETE METHOD 


is still in use in a surprisingly 
large number of offices. Mr. 
Heilbroner tells how to decide 
when and how much to spend 
for modernization in offices 





3. Labor Friction 


A machine which displaces labor 
on a large scale may introduce an 
endless series of grievances into 
your personnel problem. If large 
labor savings are contemplated, it 
is usually the wisest course to dis- 
cuss your plans in advance with 
your union officials, to smooth out 
problems of seniority, severance 
pay, and new job classifications, 
with their cooperation. 

In this way it is possible that 
you will avoid an arbitrary hin- 
drance of your plans simply be- 
cause they are misunderstood by 
your men. 


(Continued on page 34) 















First step in the combination cost, payroll and incentive plan used at Allen B. Wrisley Company is Addressographing 
McBee Keysort cards. Work follows the straight-line production principle. Numerous controls are used to insure accuracy 


Three-Way Plan Cu 


New cost accounting, incentive and payroll system aids 
the Allen B. Wrisley Company to solve the problem of 
rising costs. This plan, which provides a detailed break- 
down of all expenses and a daily labor efficiency report, 
is getting results. Pointers on ways to hold costs in line 


Y THE middle of the afternoon 

a daily labor efficiency report 
covering the previous day’s work 
is distributed to department heads 
and key personnel at the Allen B. 
Wrisley Company, soap and 
toiletries manufacturer. 

Plant efficiency at Wrisley has 
been stepped up an estimated 20 


Prepunched McBee cards are extended in the payroll department using Burroughs’ duplex calculating machines to deter- 
mine individual bonus calculations. Machines are also used to figure direct and indirect labor costs, efficiency percentage 








Using a needle sort, timecards are sorted quickly to pro- 
vide a detail break-down of labor expenses by products 


For quick sorting and identification, all timecards are pre- 
punched with employee's clock and department number 


risley Costs 


BY 
JAMES TURNER 


per cent through the issuance of 
these daily labor efficiency reports, 
which are an important part of a 
new accounting system recently in- 
stalled under the supervision of 
VY. T. Lemke, treasurer. 
Management at Wrisley had an 
eve on the future as well as im- 
mediate advantages, when the com- 


A daily labor efficiency report is run off on a ‘‘ Ditto”’ 
machine. This shows percentage of budget realization 


pany combined its payroll, cost 
control, and incentive plan into 
one tightly integrated system. 

Not that the immediate accom- 
plishments of this new three-in-one 
system are to be sneezed at. Any 
one of more than a_ half-dozen 
would likely justify the cost. Yet 


the long-range advantages may 


prove more valuable than all of the 
immediate accomplishments — put 
together. 

Ernest Sauer, head of Wrisley’s 
cost department, reports that 
savings in time, money, and per- 
sonnel may hide one of the princi- 
pal objectives behind the installa- 


(Continued on page 46) 


National Cash Register machine simultaneously pre- 
pares payroll summary sheet, check, and earnings record 








The 1,000 employees of Rexall’s world headquarters use four of these spacious landscaped courts for dining and recreation, 
and enjoying California weather. The courts are also easily accessible to the big drug store situated in the same building 





Rexall’s New Office 





When Rexall Drug moved its world headquarters from 


Boston to Los Angeles, people expected to see some- 


thing out of the ordinary in the new office building. 


Here are pictures to prove they were not disappointed 





BY FRED SCHMID 


Vice President, Rexall Drug Company 


ITH only two stories, the new 
Rexall Drug Company’s office 
building recently completed and 
occupied at the intersection of 
Beverly and La Cienega Boule- 
yvards, has usable floor space 
which would equal that of a 22- 
story building with ground dimen- 
sions of 100 by 170 feet. 
Designed primarily for efficient 
working quarters for the 1,000 
Rexall employees, the building also 
houses a superdrug store, oper- 
ated by the Owl subsidiary of 
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Rexall. This store will be used as 
a merchandising laboratory, and 
its modern ideas and equipment 
are expected to exert considerable 
influence on drug store construc- 
tion, planning, and merchandising 
in the future. 

The stern modernity of this 
architectural concrete structure is 
relieved by the presence of four 
interior courts or patios land- 
scaped with large trees and sub- 
tropical flowers and bushes. 


Air-conditioning equipment 





which has the cooling power of a 
550-ton glacier melting in a single 
day will keep office workers and 
store customers at peak comfort 
on even hottest Los Angeles days. 

Four rectangular black marble 
columns support the entrance hood 
which extends from the first floor 
of the offices to the roof. Behind 
the columns is a wall of tempered 
plate glass, set in ornamental 
stainless steel. Through this wall 
those approaching the entrance 
can see into the lobby and into a 
walnut paneled directors’ con- 
ference room on the second floor. 

On the rear wall of the confer- 
ence room will be a 35- by 20-foot 
mural executed by Don Clever, 
young San Francisco artist. This 
painting, a heroic figure of a 
pharmacist holding a beaker and 
surveying a map of the nation 
whose health he guards, will be 
floodlighted so that it will be 
visible from Beverly Boulevard at 
night. 
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With 32,000 square feet, this is called the world’s largest drug store and is used, not only as a commercial venture, 
but as a laboratory store for the 10,000 independent Rexall druggists, many of whom have already visited it in 1947 


To strengthen its identity as a 
public shopping place, the drug 
store has been treated less for- 
mally. The facade, painted in 
orange and blue (the Rexall 
colors), makes the store front 
bright and inviting. The quarter- 
circle plate glass entrance facing 
the boulevard intersection is 
flanked on both sides by display 
windows which extend out from 
the building line, thus increasing 
their call on the attention of the 
passerby. A cantilever concrete 
marquee shields these windows 
from daylight glare, 

The selling area of the drug 
store proper has been given 





(Continued on page 38) 


Typical of the 200 private offices 
in the new Rexall building is this 
one (center) used by Tom Lane, 
sales and advertising director. 
Executives’ conference dining 
room on the second floor of the 
Rexall building opens out on one 
of the flowered dining terraces 
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STOP Hecklin r 





While sales managers and the entire membership of 
the National Federation of Sales Executives are trying 
to find promising young men to begin selling, a horde 
of dull, stuffy banquet and lunch-club speakers assail 
and criticize today’s salesmen. Is there some way to 
muzzle the speaker who talks of selling as if it were 
a lost art; of salesmen as if they were racketeers? 





HILE the National Federation 
of Sales Executives is con- 
ducting a vigorous campaign to 
attract more able young men into 
sales work, many of America’s 
convention and banquet speakers, 
and a thousand or more speakers 
at luncheon clubs and sales meet- 
ings are busy heckling salesmen. 
Here are a few quotes from one 


recent convention: 


“Salesmen have been on vaca- 
tion. We have had a 7-year vaca- 
tion from selling. Now we have 
to go out and fight for business, 
and the men who have been 
vacationing for 7 long years will 
have to wake up or be pushed 
aside.” 


And there is another quotation 
from the same national convention 


program: 


“Our salesmen have forgotten 
how to sell. They have been tak- 
ing orders and listening to cus- 
tomers beg for merchandise for 
so long they do not know how to 
sell any more. And any day now 
we may have to go out and sell 
with old-time vigor. We must 
retrain our salesmen. We must 
teach them the forgotten art of 
salesmanship.” 

And still one more blast at 
America’s salesmen. This, too, 
was taken from the same conven- 
tion program: 
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“Our salesmen have gone 
stale. They have grown fat and 
complacent. It has been so long 
since any of them had a real 
selling job to do it is doubtful if 
the men who are on today’s sales 
forces are able to do a real job 
of creative salesmanship. Sales- 
men have made a lot of money 
easily ever since 1940. Many of 
them are not going to be willing 
to go out and hustle when the 
buyers’ market returns. And it 
may return sooner than we 
think.” 


Another custom which seems to 
be growing is to refer to salesmen 
as peddlers. Now this is not a 
deadly serious matter, and perhaps 
we ought not to mention it. But it 
doesn’t seem to go very far in 
building the business, or art, or 
profession of selling. Actually it 
belittles selling. 

At a recent meeting, attended 
by many salesmen and sales man- 
agers, one of the speakers began 
his talk by 


peddlers and swindle-sheet writ- 


saying, “Fellow 


ers.” Of course it was good for a 
quick laugh, but we doubt if the 
same speaker would address a 
similarly large gathering of doc- 


. > 


tors as “sawbones,” or “croakers” 
—neither would he be likely to ad- 
dress a gathering of pharmacists 
as “pill rollers.” 
Nor does it seem very smart to 


be harping on the idea that, come 


next week, or next month, or next 
year, salesmen will have to go out 
and fight for business. Sometimes 
it seems as if we delight in heckling 
ourselves and our salesmen with 
the idea that business is going to 
be bad, almost before we know it. 

If we really want bad business, 
if we really want a return of the 
time when selling is tough, this is, 
we think, one way to bring it back 

to talk ourselves right into a 
depression. 

Must all speakers at business 
gatherings always deplore some- 
thing? We have become accus- 
tomed to business speakers talk- 
ing about “grave dangers,” “in 
sidious trends,” “red menaces,” 
“the unproductivity of labor,” 
“threats to the free enterprise sys- 
tem,” “the failure of salesmen,” 
and last, but by no means least, 
“the rising tide of collectivism that 
threatens to engulf the world.” 

If a man from Mars were to at- 
tend about a dozen luncheon clubs 
and national conventions he would 
fly back to Mars in his rocket ship 
in great haste to escape all the 
threatened dangers which are soon 
to engulf us if we don’t watch out. 

All these banquet speakers seem 
to derive their subjects from the 
same source. Topics for discussion 
run in cycles, and now the cycle 
has rolled around to the salesman 
—the hard-working, reliable, ever- 
smiling salesman—the fellow who 
helped, as much as anybody else, 
to make America great and pros- 
perous. To hear the banquet 
speakers, he has turned into a 
vicious fellow who doesn’t know his 
business, who has a cramp in the 
arm from endorsing big commis- 
sion checks, and who has forgotten 
how to sell. 

It has become the fashion to 
stand up before a group of busi- 
nessmen and tell them their sales- 
men are a bunch of bums, barroom 
customer 


loafers, late-sleepers, 
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neglecters, expense account pad- 
ders, and thumb-twiddlers. 

It has become fashionable to 
say salesmen are asleep at the 
switch, fiddling while customers 
burn, and neglecting their time- 
honored duty of working 60 hours 
. week and traveling 60 hours 
more, 

What is the truth? Have sales- 
men really become a bunch of 
“jerks”? Are salesmen really the 
group of thumb-twiddlers the fat 
banquet speakers would have us 
believe? Well now, listen to a few 
words for the defense. I know a lot 
of salesmen, from every part of the 
country. I know salesmen who are 
earning as much as $30,000 a 
year in commissions; and I know 
salesmen who are still hoping that 
next year the boss will boost their 
salary from $65 to $75 a week. I 
know wholesale salesmen; I know 
manufacturers salesmen; I know 
salesmen for printing companies, 
for engravers, for insurance com- 
panies, for magazines and_ book 
companies. 

Since July 1946, I am proud to 
say I have talked with salesmen 
from Boston to Los Angeles, and 
from Seattle to New Orleans. I 
have seen these men at work in 
little stores, in big offices, in meet- 
hotel 
trains. I have driven with them in 


ings, in lobbies, and on 
their cars, and I want to submit 
just a few cases which I think are 
typical ; 

One blizzard-swept night last 
December I stopped in a drug 
store to get warm and drink a cup 
of coffee. In there was a salesman 
I know. He was bundled up like 
one of Admiral Byrd’s south pole 
explorers. 

“What are you doing out on a 
night like this?” I asked him. 

“Just grabbin’ a sandwich and 
a cuppa coffee. Gotta drive to 
Detroit tonight,” he said, gulping 
half a cup of steaming hot liquid 
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BY EUGENE WHITMORE 








Salesmen — 


¢ Work longer hours than most of the 
men who belittle and assail them 


C Put more hard, tough thinking into 
~* their work than most other workers 





' 
| C Have had a heartbreaking job of keep- | 
. ing neglected customers happy | 
| C Are smarting at the unfair criticism | 
| leveled at them by many spokesmen | 

for business today | 


which some drug stores call coffee. 

Here was his story. He had sold 
an important order to a Detroit 
customer. The factory was de- 
layed in producing the merchan- 
dise. He had just come from the 
factory shipping room where a 
smal] quantity of the merchandise 
was ready for shipment. No one in 
the shipping room would stay 
overtime to pack it and ship it. So 
he bundled the stuff into his car, 
and was driving it to Detroit that 
night—despite a below-zero_bliz- 
zard, icy roads, and a moonless 
night. That’s the kind of service 
this salesman was willing to render 
his customers and his house. 

Case Number 2. 


told to me by Fred Deane, presi- 


This one was 


dent of Gunn Furniture Company, 
at Grand Rapids. This progressive 
company had installed a new de- 
partment and had a baffling finish- 
ing problem, because it was using 
a raw material with which it had 
had no previous experience. 

One day, when the engineers 
and finishing experts were busy 
studying the problem, a salesman 
came in from a company which 


Gunn had never patronized. He 


knew what the Gunn production 
men were working on at the time. 
“Give me samples of the product, 
tell me what you expect of a finish, 
and I will come back with the 
answer,” offered the salesman. 

Soon he was back, with a sample 
of the finish he recommended, a 
complete plan for applying it, a 
list of the equipment needed, and 
a fully sketched layout of the dry- 
ing ovens, conveyors, and every- 
thing else needed to do the finish- 
ing job. 

“He didn’t even ask us for any 
business,” said Mr. Deane. “But 
after such service there was never 
a question in our minds but that 
his company was our supplier of 
finishing materials from _ that 
moment on.” 

Does that sound like salesmen 
are “jerks”? Does that seem as if 
salesmen have forgotten how to 
sell, or that they are on vacation? 

Case No. 3. I heard that a sales- 
Seattle was 


man in doing an 


especially good job. Last fall, 
when I was there, I tried to get 
him on the telephone. For 3 days 
I tried to catch him in his office. 


But he was always out calling on 
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the trade. Finally I got him on the 
telephone and asked to see him. 

“Can’t see you until about 10 
o’clock 


holding a series of mectings for 


tonight,” he said. “I’m 


truck drivers. I'll be glad to drop 
by your hotel about 10. o’clock 
tonight.” 

When he called at my hotel, it 
was plain as a sore thumb that he 
was dog tired. I asked him what 
he had to do with truck drivers. 

“Well it’s this way,” he said. 
“My customers have been com- 
plaining that our truck drivers are 
a tough lot. They dump the mer- 
chandise on the sidewalk, refuse to 
take it around to the back door, 
and generally act pretty 
pendent. You know this fellow, 
Dave Beck, out here takes good 


inde- 


care of his union men, and they 
sometimes forget that if they in- 
sult all our customers there will 
not be any jobs in the future. So 
I have been inviting three or four 
of them out to a beer saloon after 
work and just talking with them. 
It’s strictly unofficial, and on their 
own time, but I am getting results.” 

Does that look as if salesmen 
are going to pot? Well you answer 
that one. . 

And here’s another. We will call 
it Case Number 4. 

A Chicago salesman, who had 
more business than his factory 
could handle, got word that an im- 
portant contract had been can- 
celed. This word came about noon 


one Friday. He learned that the 
men who had canceled the order 
would be in Chicago on Monday 
afternoon to consider placing the 
order with a _ rival group. In 
studying the contract, it suddenly 
dawned on this salesman that one 
of his competitors would receive a 
similar cancellation. 

“T figured this way,” said the 
salesman to me. “I couldn’t save 
that contract alone. To save my 
contract I also had to save my 
competitor’s contract. 

“T am about as familiar with my 
competitor’s stuff as my own, so I 
wrote a new proposal, restating 
my own proposition, and my com- 
petitor’s proposition. I brought 
out new facts, and made the 
presentation from a wholly dif- 
ferent angle. 

“T had to do a lot of checking 
and figuring, and I worked all 
Friday afternoon, Friday night 
until about day 
Saturday, late Saturday night, 
all day Sunday. Monday morning 
I put two stenographers to work 
preparing my written proposal, 
with the 
several men who were holding the 


midnight, all 


while I got in touch 
meeting in a Chicago hotel. They 
agreed to give me a hearing. 
“Later Monday afternoon, when 
I began to read my proposal, and 
they realized I was selling my 
competitor’s stuff as well as my 
own, they began to show interest. 
Late Monday night, after a recess 


for dinner, I got that contract re- 
instated, both for my company 
and for my competitor.” 

Oh yes, some folks say salesmen 
have forgotten how to sell. Well, I 
do not think so. I think there are 
plenty of salesmen today who are 
better than ever. Of course, I am 
fully familiar with the fact that 
salesmen have not had to fight for 
business as they did 15 years ago. 

They have had to do, in many 
cases, a more difficult kind of sell- 
ing than ever before. Try going 
into a customer’s office and saying, 
that 
you gave me last January, for 
shipment in August. Well you 
know things are awfully tight at 
the factory, and here it is mid- 
October, and you have not received 
your goods yet. But the factory 
tells me it will surely be ready by 


] 


“Joe, you remember order 


mid-December.’ 

You, Mr. Big— Mr. Banquet 
Orator, Mr. Well-Fed Luncheon 
just take on the job of 





Speaker 
selling that irate customer whose 
order was placed in January, for 
delivery in August, and 
learns, from the salesman in Oc- 
tober, that shipment will be made 
sometime in December. Put that 
job of salesmanship in your pipe 
and see if you can make it draw. 

Let’s stop heckling salesmen, 
and try to help them. They will 
come through with their share of 
the job every time, if we stop 
pointing fingers at them. 


who 





Anniversary 


WO recent spectacular anniver- 
sary celebrations in Chicago 
attracted big crowds. The first, 
largest, and most widely attended 
is the 100-year anniversary of the 
International Harvester Company 
staged on Chicago’s lake front, 
near the north end of the Century 
of Progress fair site. 

Several large tents of exhibits, 
one housing a vaudeville show; 
extensive outside displays ; histori- 
cal display, including a model of 
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Shows Attract Big Crowds 


the first harvesting machine, and 
all Harvester Company products 
were on view. 

Harvester people from all over 
the country attended the exhibits, 
and a number of special days such 
as Indiana Day, Wisconsin Day, 
and other “state” have 
brought tremendous crowds to the 
exhibit. 

The other anniversary to at- 
tract large attendance was a one- 
day affair staged by the Electro- 


days 


Motive Division of General Motors 
Corporation in honor of its 25th 
anniversary. The company, which 
manufactures Diesel-electric loco- 
motives, had on display the first 
commercially successful gasoline- 
electric coach; the first and now- 
famous Burlington-Denver 
Zephyr ; a four-unit Union Pacific, 
6000 horsepower locomotive, the 
“Train of Tomorrow,” and several 
other interesting trains and loco- 
motives. 
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Keep Merchandise Moving 
with 


“Sales Stimulators’ 


What is there about a bulletin from the home office 
that keeps salesmen selling? 
he answer is: it’s the feeling of personal contact, 
with your name, as sales manager, signed to a personal 
message that puts you at every salesman’s shoulder. 
And the way to produce these “sales stimulators” — 
weekly bulletins, selling suggestions, price and product 


information—is with the Mimeograph brand duplicator. 


You do it quickly. Economically. In the privacy of 


your own office. With illustrations. And in a rainbow 
of colors if you wish. 

For more details on stimulating sales with “sales 
stimulators” produced on the Mimeograph brand du- 
plicator, call the Mimeograph distributor—or clip and 


mail the coupon today. 


C\ brand duplicator 


IS MADE BY A. B. DICK COMPANY 


MIMEOGRAPH is the trade-mark of A. B. Dick Company, Chicago, 
registered in the U. S. Patent Office. 


oO The Mimeograph 
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MODEL 90 


MODEL 91 


COMPLETE LINE 
AVAILABLE AGAIN 
Electrically driven and hand- 
operated models now ready for 


immediate delivery. 





cu 


47,4 8 MPANY 


4. B. Dick Company, Dept. S-1147 


720 West Jackson Boulevard, Chicago 6, Illinois 

Please send me more information on how I can produce 
“sales stimulators” on the Mimeograph brand duplicator. 
Nam 
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Holds School for 


Customers 





Three-day school to teach modern filing methods to 
employees of customers proves to be best promotion 
activity of the year for Ivan Allen-Marshall Company 





HE Ivan Allen-Marshall Com- 

pany, leading office supply and 
Atlanta, 
Georgia, has just completed hold- 


furniture dealer of 
ing a course in filing for nearly 300 
employees of the company’s cus- 
tomers. 

Office 


gineers, file supervisors, and _ file 


managers, methods en- 
clerks attended the school which 
was held in the company’s own 
building, September 9, 10, 11. 
Planning for the school, which 
was the first held in’ the 
Southeast, began in April 1947, 
detail 


worked out well in advance. Two 


to be 


and every was carefully 


weeks prior to the school, a well- 


designed, printed announcement 


was distributed to customers and 





prospective customers by the 31 
outside salesmen. Included with 
the announcement was an applica- 
tion blank which the salesman en- 
deavored to have signed while he 
was on the spot. Acknowledgments 
were mailed to each applicant. 
Groups of 90 to 100 students 
were checked in at the first floor 
registration desk each day. Each 
student received a package con- 
taining a “get acquainted letter,” 
stenographer’s notebook, two 
sharpened pencils, and a booklet 
on filing, called ‘Find-i-tis,” a 


Globe-Wernicke 


manufac- 


publication — of 
Company, well-known 
turer of filing equipment. 
Arthur Frey, manager of the 
filing systems division of Globe- 





Batteries of modern filing equipment were used in the school which was held in 


the company building in Atlanta. 


2» 


—— 


Refreshments and lunch were served daily 


Wernicke, conducted the course. 
Numeric, geographic, and subjec- 
tive filing systems were set up in 
the school classroom in standard 


letter-size filing cabinets and card 
files. Each system was carefully 


explained. Each student had an 
opportunity to study the systems 
and examine the bank of files set 
up especially for the school. 
Lunches were served by an out- 
side caterer each day; a Coca- 
Cola machine was set up to quench 
amounted to 40 
cases of Atlanta’s best-known soft 


thirsts, which 
drink during the school. 

One Ivan Allen- 
Marshall’s staff was assigned to 


member of 


greet the students each morning 
and to distribute the packages ; 
another member was assigned to 
the school each day; during re- 
cesses other members helped serve 
the free Coca-Colas. Classrooms 
were thoroughly cleaned each day ; 
a photographer made pictures of 
each class; and stories and _ pic- 
tures of the school were released to 
local newspapers. 

Careful records and outlines of 
the classes and the entire project 
were made and filed for reference 
next year. 

Officials of the 
that the school was a_ splendid 


company feel 


promotional and service project. 
“We have probably never done as 
much for so many of our cus- 
tomers in 3 short days, and at so 
little expense,” was the comment 
of one company official. 

Students were representatives of 
banks, insurance companies, de- 
partment stores, state and federal 
offices, and many other representa- 
tive Atlanta companies. 

Displays of modern office furni- 
ture and equipment were on view 
near the classroom, and 
students saw, for the first time, 


many 
much modern furniture and new 
equipment. 

This is an example of a manu- 
facturer and a dealer working to- 
gether to render needed service to 
customers. Many other dealers, 
and various other manufacturers 


might easily conduct — similar 
schools. 
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podforn COMFORT MASTER 


means Comfort for Executives 


3 


LAR \ 


oo. restful relaxation at your 
desk with a Goodform Comfort 
Master—the adjustable aluminum 
office chair designed especially for 
executives. 


Five simple adjustments fit the 
chair to your own personal require- 
ments, whether you are tall or short, 
thin or heavy. You sit on luxurious 
foam rubber, which cushions the 
shaped seat, arms and back. It 
gives you good seated posture, with 
much less fatigue at the end of each 
busy day. 


The frame of welded aluminum is 
permanently strong. It will not bend 
or dent, split or splinter, or develop 
rough edges to tear clothing. The 


GOODFORM ALUMINUM CHAIRS 
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e METAL DESKS e 


sparkling, satin-smooth anodic fin- 
ish contrasts pleasingly with color- 
ful plastic-coated upholstery fabric, 
retaining its brilliance and beauty 
through the years. 


Goodform Comfort Master No. 
3129 is a prime investment for prac- 
tical working comfort. You can see 
it at the showroom of the local GF 
dealer or branch. It is available for 
prompt delivery. 





METAL FILING CABINETS e« 


This is the Goodform 
Comfort Master No. 3129. 


GOODFORM 
Adjustable 
ALUMINUM CHAIRS 


A product of THE GENERAL 
FIREPROOFING COMPANY 


427East Dennick Ave. 
YOUNGSTOWN 1, OHIO 


STEEL SHELVING 
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America’s Most P opular 


Restaurants 





Dartnell asks subscribers to name favorite places to 
eat and comes up with a new book listing more than 
2,300 restaurants from coast to coast. Each one was 
nominated by one or more business travelers. Here is 
a list of the 53 most popular eating places in America 





LD BOOKBINDER’S in Phila- 

delphia is the favorite restau- 
rant of American traveling men, 
according to responses received in 
a poll just completed by The 
Dartnell  Corporation’s research 
staff. 

Results of the survey have been 
published in a 284-page, pocket- 
size guide, Where to Eat. The 
book lists approximately 2,300 
eating places all over the United 
States. 

More than 700 men whose work 
requices them to travel were asked 
to nominate their favorite restau- 
rants. From the more than 7,000 
nominations received, the new 
directory was compiled. Listed be- 
low are the names of the top- 
ranking restaurants selected by 
the contributors. AMerican Bust- 
NEss readers may be interested in 
comparing their personal prefer- 
ences with this composite selection. 

The book was compiled on a 
thoroughly democratic basis. Res- 
taurants which were remembered 
with a thoughtful smack of the 
lips by more than three of the 
businessmen, government officials, 
newspapermen, and salesmen who 
contributed received a special star 
rating in the listing. 

The group of most popular res- 
taurants includes eating places in 
20 cities. Chicago, with 12 places 
zon the list, has the most; New 
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York, with 11, came in second. 
Where to Eat is available at $1 
a copy from The Dartnell Cor- 
poration and on sale in bookstores. 
Following is a list of 53 of 
America’s most popular restau- 
rants, numbered in order of 
popularity. Duplicate numbers op- 
posite names of restaurants indi- 
cate they received the same number 
of votes. 
. Old Original Bookbinder’s—Philadel- 
phia, Pennsylvania. 


— 


2. Antoine’s Restaurant—New Orleans, 
Louisiana. 

3. Miller Brothers 
land. 


Baltimore, Mary- 


New Orleans, 


= 


. Arnaud’s Restaurant 
Louisiana. 


5. Locke-Ober Cafe — Boston, Massa- 
chusetts. 
6. Keen’s English Chop House — New 


York City. 
. Barney’s Market Club—Chicago. 


2 = 


. Charlie’s Cafe Exceptionale — Min- 

neapolis, Minnesota. 

Divan Parisien—New York City. 

. Durgin-Park—Boston, Massachusetts. 

. The Krebs—Skaneateles, New York. 

. Mader’s Famous Restaurant — Mil- 
waukee, Wisconsin. 


= 4 


em @ 


9. Harry’s Cafe — Minneapolis, Minne- 
sota. 

9. Ambassador East Hotel, Pump Room 
—Chicago. 

10. Occidental Restaurant—Washington, 
ae. 

11. Hogate’s Sea Food Restaurant - 
Washington, D. C. 

11. Stouffer’s, Cleveland, Ohio. 

11. Stouffer’s--New York City. 

12. Hackney’s Restaurant—Atlantic City, 
New Jersey. 


13. 


13. 
13. 


~ 


14. 


— 
uw 


_ 
a 
3 
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5. Galatoire Restaurant 


3. Kugler’s Restaurant, 


. Kungsholm 


. Marzetti 


. Wrigley 


Eugene’s Seafood Hotel Juneau 
Milwaukee, Wisconsin. 

The Maramor—Columbus, Ohio. 

St. Hubert’s Old English Grill 
Chicago. 

Luchow’s Famous Restaurant—-New 
York City. 

New Orleans, 
Louisiana. 

Philadelphia, 
Pennsylvania. 


3. Ruggeri’s—St. Louis, Missouri. 

. Jacques French Restaurant—Chicago. 
. Red Star Inn—Chicago. 

. L’Aiglon Restaurant—Chicago. 

. Don the Beachcomber—Chicago. 


. Fred Harvey’s Westport Room — 


Kansas City, Missouri. 


. Omar Khayyam’s—San_ Francisco, 


California. 


. Henrici’s Restaurant—Chicago. 


- House of Murphy—Los Angeles, 


California. 


. Kolb’s—New Orleans, I.ouisiana. 


Swedish Restaurant - 
Chicago. 

Restaurant — Columbus, 
Ohio. 


. Red Coach Grill — Boston, Massa- 


chusetts. 
Building Restaurant 


Chicago. 


. Christ Cella—New York City. 
. Stouffer’s—Chicago. 
. White Turkey 


Restaurants — New 
York City. 


. Golden Pheasant—Dallas, Texas. 


. The King of the Sea— New York 


City. 


2. Old Spinning Wheel — Hinsdale, 


Illinois. 


‘ 


2. Union Oyster House—Boston, Mas- 


sachusetts. 


. Toots Shor—New York City. 


. The Brown Derbies— Los Angeles, 


California. 


. Cafe Chambord—New York City. 
23. 
23. 
23. 


San Jacinto Inn—Houston, Texas. 
Sweet’s Restaurant—New York City. 


Whyte’s Restaurant— New York 
City. 


Yar Restaurant—Chicago. 
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SUIAP VISIBLE SIGNALING 
OF ACCOUNT “AGE” IS A 
MAJOR TIMESAVER! 





Simplified Unit Invoice Accounting Plan enables 
AKRON COFFEE AND GROCERY CO. 


AKRON, OHIO 
to operate accounts receivable at HALF the cost 


” 

o more laborious inspection of ledger pages * suIAP “posting” is simplified, more economical 
and time-consuming analysis of accounts”, say —invoice copies themselves act as ledger entries, 
officials of this progressive Akron, Ohio whole- are just dropped in the visibly margined Kolect- 
sale grocery firm. Why?—Because with suiap = A-Matie pocket. Credit authorization is faster, 
ledgerless bookkeeping, shaky credit situations —_routinized for freeing Credit Managers of all but 
are graphically, unmistakably “spotted” with the special cases and serious delinquents. And the 
famous Graph-A-Matic Signal. whole job, on up to 5000 accounts, is done by 


And with SUIAP automatic collection control you one employee = oo place his l nit ontrol 


don’t neglect that special collection effort which means the integrated, economical operation of 
cuts losses down, protects profits. That’s why your accounts receivable that you get in no 
Akron Coffee says, “with surap we’re on top of other system. 

our credit situation all the time, ... operate our To help you visualize how the Simplified Unit 
accounts receivable at no more than half the cost of | Invoice Accounting Plan can modernize and sim- 
the former ledger plan.” plify your procedure, Remington Rand invites 
you to request a showing, without obligation, of 
the new twenty minute, full-color sound film 


“Saving with suap’’. Just telephone the Reming- 





ton Rand office nearest you, or write Systems 


Division, 315 Fourth Avenue, New York 10, N. Y. 


Reninglon Rend 









PROTECTION at-the-point-of-use 
SutapP accounts receivable are housed in the Remington. 
Rand 1-hour Safe-File-Desk (as shown in illustration) 
—a minimum of one hour certified protection of these 
vital records from destruction by fire. Your business de- 
serves the security provided by this scientific, tested in- 
sulated equipment—“‘ Protection at-the-Point-of-Use!”, 





THE FIRST NAME IN BUSINESS SYSTEMS 
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Helping People to 
Work Together 


The auditor of expenditures for the Burlington rail- 
road talks about the philosophy of management. 
How a manager must develop a sound approach to 
the problem of getting a group of people to work 
together with one goal, and greatest cooperation 


BY J. F. BLAIR 


poem L. GANTT, pioneer in 
managerial engineering, defined 
a System of Management as, “A 
means of causing men to cooperate 
with each other for a common 
end.” This is an excellent defini- 
tion, but an effective system of 
management which causes men to 
want to cooperate can be brought 
into being only through an under- 
standing of the psychological 
principles behind united effort. It 
‘an only be secured by a continu- 
ing appeal to the interests or 
wants of the individuals who com- 
prise the organization. Coopera- 
tion, the key word of this defini- 
tion, cannot be obtained by wishing 
—like all good things, it arises 
only from intelligently directed 
endeavor. 

It might seem that a satisfac- 
tory salary scale and good work- 
ing conditions should create an 
enduring spirit of harmony and 
cooperation, but actually, they do 
not. Therefore, it is necessary for 
managers to look further for the 
catalyst which, while remaining 
stable, will cause a heterogeneous 
group to become a successful com- 
bination of men. Sound principles 
evolved from right thinking are 
the catalyst which will produce the 
desired condition. The real ad- 
vantage inherent in a cooperative 


26 


organization makes the search for 
those firinciples imperative, and 
that advantage should furnish the 
incentive, if one is necessary. 

This demand for action is a real 
challenge to those in the top man- 
agerial group. True managers 
glory in the opportunity to merge 
successfully all phases of economic 
life into .an effective unit. They 
take delight in this constant 
search for the means to gain that 
desirable objective — cooperation 
—for the attainment of their goal 


which is the successful operation 


of a business. In many instances 
this search reveals the elements 
lacking in an uncooperative group. 
In other instances, it would seem 
the seekers of facts rush to the 
task without stopping first to con- 
sider the moral in the story of the 
lost donkey; that is, they don’t 
ascertain what they would do “if 
they were a donkey.” 

This failure to give considera- 
tion to the psychological principles 
behind loyalty and cooperation is 
revealed in many ways. Regardless 
of how we feel about it, the donkey 
will go where his fundamental 
drives take him. Since we can do 
nothing to change basic motives, 
it does no good to feel or say he is 
foolish to do as he does. We must 
accept primary urges and bend 


ourselves to fit them. This is neces 
sary in our attempts to construc! 
a cooperative work group. 
Regardless of what we think 
should be of influence, we musi 
bow to the facts and see to it that 
the members of the organization 
are helped in their effort to fec! 
important and in their desire for 
the respect of people. Both of thes» 
basic needs of all humans could be 
partially filled if top managemeni 
realized how much their own a 


tivities on and off the job are ac 


cepted by their organization as 
partial evidence, at least, of the 
importance of the whole group. 

Didn’t the entire Third Army 
feel important, and rightly so, b 
cause of the admiration and re- 
spect won by General Patton’s 
deeds? General Patton sought per- 
sonal publicity, I feel sure, be- 
‘ause he knew of its value as a 
medium for getting the story of 
his dynamic actions before his men 
and their families; he also knew 
the result would be cooperation 
and loyalty to the Third Army 
and to himself. And, he wasn’t 
wrong. 

Similarly, top management 
should not refrain from publicizing 
its doings. Administrators must 
recognize the beneficial effect their 
outside activities have on_ the 
loyalties of their organization. 
This is so, however, only when the 
things they do and say are in 
agreement with what, their group 
feels is right and knows will win 
the respect of friends and families. 

Some one wrote a long time ago 
that no man is altogether a leader 
until he is also something of «a 
legend. This clearly shows thie 
emotional characteristics of 
loyalty and cooperation. Napoleon 
recognized this and distributed 
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...OR JUST MAKE PAPERWORK 
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For Tustance.,. 


Uarco Multi-Fold Carbon-set Continuous 
Strip Forms produce 2 to 15 copies to the 
set. Sets are folded neatly together in 
handy packs—perfectly aligned, carbon- 
inserted, and consecutively numbered— 
ideal for continuous feeding into type- 
writers or any business machine. 





SINGLE SET FORMS 
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DO YOU MAKE PAPER 


CONTINUOUS-STRIP FORMS 
FOR TYPEWRITTEN AND BUSINESS MACHINE RECORDS 


That depends on your business 
forms. If they’re the kind that enable 
you to make one set of forms do 
many jobs—or if you write several 
forms in one writing—then paper is 
working for you. Otherwise, you’re 
just paying for needless paperwork. 

Your Uarco representative knows 
how to combine business forms so 
that one form serves many depart- 
ments. One writing can produce as 
many as 20 copies, neatly pre- 












assembled to save time and bother. 
You don’t waste money writing 
individual copies! 

Call in your Uarco representative. 
He’ll make a complete survey at no 
cost to you—and that’s far better 
than taking your own time or that 
of another executive. UARCO IN- 
CORPORATED, Chicago, III.; Cleve- 
land, Ohio; Oakland, Calif.; Deep 
River, Conn, Offices in All Principal 
Cities. 


INCORPORATED 





AUTOGRAPHIC REGISTERS 
AND REGISTER FORMS 
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honors with a free hand. These 
facts are merely clues for finding 
a way to reach the goal. However, 
they can be summed up as in- 
dicating the necessity for a con- 
tinuing recognition of man’s im- 
portance to himself. 

Affective instruction letters and 
circulars, and well-conceived poli- 
cies written for and issued to those 
who are to be guided by such help- 
ful aids, are among the tools avail- 
able for revealing the right think- 
ing of those who control and direct 
the whole business function. How- 
ever, policies and instruction cir- 
culars are only the lower rungs in 
the managerial ladder — which 
reaches toward cooperation and 
loyalty. As they are of the science 
of business and must be founded 
upon the laws of that science, they 
do not provide the most effective 
means for arousing enthusiastic 
response. The higher rungs can 
only be gained through the de- 
velopment of a “Philosophy of 
Management” based on acceptable 
principles. 

Cicero, ancient Roman _philos- 
opher and writer, said, “Nothing 
can be uniform that does not 
spring from a_ firm principle.” 
Things that are uniform agree 
with each other; that is, they are 
harmonious. Cooperation in busi- 
ness is certainly synonymous with 
harmony because it implies con- 
cord between the humans who are 
the real operators of the enter- 
prise. Therefore, Cicero infers we 
‘annot expect cooperation unless 
our actions derive from a_ firm 
principle. 

A firm principle is the axis 
around which facts 
thereto can be symmetrically ar- 


pertaining 


ranged. Such a principle should 
exert a force on proposed acts or 
deeds and thus maintains the de- 
sired symmetry. Once a principle is 
discovered as the result of study 
and research, it is a guide for 
reasoning, and when polished by 
experience, it becomes a basic con- 
cept and reliable guide. 

Inasmuch as the rules of action 
or principles which will bring 
about harmony among men and, 
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consequently, the successful opera- 
tion of a business, are being sought, 
it is advisable to look for the 
source from which such firm prin- 
ciples spring. This search will un- 
questionably reveal that they 
derive from research into the area 
under consideration, which is, how 
to obtain cooperation. 

Once the general laws or truths 
in any field are discovered, 
analyzed, and proved, they are set 
down for all who can use them. 
They become the foundation for a 
science. Out of the study of the 
managerial philosophers have come 
many of the rules and laws of busi- 
ness operation. There are still 
many abstract problems that lie 
in the area of the management 
philosopher, which are unsolved. 
Fortunately most such _philoso- 
phers are practical businessmen 
whose thinking as proclaimed in 
their writing and speaking in- 
fluences the whole management 
group. At least the students in the 
group are aided in their effort to 
do a better job. This conjunction 
of the philosopher and the busi- 
nessman is particularly necessary 
if a system of management is to 
be completely successful. There 
may be a tendency to reject the 
idea that business is dependent on 
philosophers but all science, if run 
back far enough, reaches into 


philosophical spheres for further 


help and most philosophers were 
or are practical men in one of the 
special sciences as well as searchers 
for wisdom in the form of general 
laws to explain facts. 

The abstract fields being con- 
stantly searched by the minds of 
men whose reward is that of the 
true business philosopher and 
teacher—success in his own busi- 
ness and satisfaction from im- 
proving the opportunity for suc- 





cess for his pupils—are many, but 
it is reasonable to say they in- 
clude justice, truth, and ethics. 

In these fields much study must 
be carried on for the purpose of 
establishing workable principles. 
Because it is of the utmost im- 
portance that the cooperation of 


the business organization be es- 


tablished and secured, we can 
afford to look more deeply into 
each of these fields of thought and 
action, for in them is that catalys! 
which will aid in the building of + 
successful organization. 

The search is for principles 
which will aid our effort to form 
harmonious company organiza 
tion. We can hardly expect to fin 
the essential elements of such 
condition without understanding 
fully what we mean by justicc 
truth, and ethics. 

Someone has defined justice a 
“merely the interest of th 
stronger.” If that is an acceptabk 
definition, then we may as well sto; 
in our search for a base on whic! 
to construct a united work fore« 
because the human reaction t 
such a principle is certainly no! 
one of cooperation and loyalty 
Most of us realize, however, that 
justice is not a one-sided instru 
ment. It must cut in both dirce 
tions, as justice requires thi 
rendering of that which is due o1 
merited. As we diligently explor 
this thought, we find that what is 
true in other areas is also truc 
here; the one who renders that 
which is due, demands compensa 
tion for so doing. Who is to judg: 
as to what is due and as to the 
payments for its rendition? You 
for yourself? Me for myself? That 
because, without 
question, we are now prejudiced in 


won’t answer 
our own favor. Apparently this 
quick search for the facts whicli 
underlie justice, for the purpose 
of forging the links of a philos- 
ophy, will require the establish- 
ment of a neutral attitude which 
demands an agreement as to what 
we mean by truth. 

To seek knowledge as to what 
truth is in the abstract is on 
thing, but to ascertain what truth 
is in our dealing with men, we onl\ 
have to visualize our intent and its 
effect upon men if our proposal is 
adopted. If the results we can ex- 
pect are desirable to all men, then 
we can depend upon it that our 
action will conform to principles 
of fitness and of right, and we can 


+ 


safely assume that regardless o! 
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“’'m nuts about —, 
my operation” 


... says Alice 


“My boss is an engineering genius, 
also a screwball. He invented a lot of 
electronic thingamajigs. During the war, 
factories all over wanted them yesterday, 
and the shipping room was sending out 
practically everything airmail, special 
delivery, registered. 

“Fellas who were perfect strangers 
were flashing cash slips for umpteen or 
so dollars every day for me to sign, on 
account of I am the patsy responsible 
for postage in this asylum. Well, gee... 
I could see a dim future for little Alice 
as Leavenworth’s oldest lady inmate. So 
anyway I went and told the boss my 
sordid suspicions that there might be 
something subversive about stamps going 
on in our place. 

***Ah’, says he, ‘someone indulging 
in a little offside philately!’ (It means 


ro 
ER 
apace 


ts 


Pied 


stamp collecting—I looked it up.)*Maybe 
I can figure out some way to stop it.’ 

“I told him it was already figured 
out—a postage meter, which holds any 
desired amount of postage, and prints 
postage as you need it on gummed tape 
for mailing packages. And does its own 
bookkeeping, so nobody can try any 
philately! I told him it would also print 
stamps directly on the office mail, seal 
envelopes, too, making all of our mailing 
faster and easier. 


“Tue boss seemed surprised. ‘Good 
idea’ he said. ‘Get priorities for two 
meters.’ So I got one. Everybody in the 
office and shipping room gave it the 
big okay. And right away our postage 
expense began to look a little more 
conservative. 


PITNEY-BOWES P ostage Meter 


PITNEY-BOWES, Inc., 2122 Pacific Street, Stamford, Conn. 


Originators of Metered Mail. Largest makers of mailing machines. 


wv Branches in 63 cities in the United States and Canada. 
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“Even the boss was impressed by 
the saving—says I ought to have an 
individual E Award for Economy, which 
this firm can use plenty of nowadays!” 


Has it ever occurred to you that the 
Pitney-Bowes postage meter can show 
a saving in time and effort as well as 
postage in your business? And metered 
mail can go through the postoffice faster 
because it’s already post-marked and 
cancelled, make earlier trains and planes! 
..- There’s a postage meter for the small 
firm as well as the large... For complete 
details call the nearest Pitney-Bowes 
office... Or write direct for an illustrated 
booklet . . . today. 












immediate criticism, our course 
will produce the foreseen result. 
There are, however, many paths 
to tread in our search for truth. 
It cannot be expected that an 
article such as this will reveal what 
justice and truth are; nor can it 
fix the principles that should be 
inherent in any management’s 
philosophy. At best, it is only pos- 
sible to suggest spheres in which 
the managerial and administrative 
group must diligently search for 
principles. There is another area, 
however, which must be examined 
and that one is called ethics. 
Aristotle said, “Right in ethics 
or conduct is not different from 
‘right’ in engineering; it means 
correct, fit, what works best to the 
best result.” From this and what 
has been previously written, it is 
apparent that the managerial 
philosopher must finally seek the 
just and true answer to a 
Socratic-like question—*What is 
right ?”’—in each management field. 
As careful search for the answer 
to this question reveals bits of 
knowledge, they should be. made 
part of the working tools of busi- 
ness. As more and more is revealed 
and put into use, it can be expected 
that the results will show in im- 


proved cooperation and loyalty in 
the work force. Such action will 
have a continuing appeal to the 
members of the organization. 

Agreement can probably be 
reached as to the definite necessity 
for developing a cooperative and 
harmonious organization and that 
the answer to the “how” question 
can best be discovered through an 
active search for the answers to 
the question, “What is right?” 
But there still remains the decision 
as to the best way in which to re- 
veal the discovered answer to the 
work force. To some extent, the 
answers should be revealed in the 
announced policies of the com- 
pany, but in the larger sense, they 
should be revealed through the ac- 
tions and expressions of the top 
management group. That group 
must win personal esteem, and to 
win it must deserve it. 

An examination of the reasons 
why people are cooperative and 
loyal to any person will show they 
include, not so much recognition 
of special ability, as appreciation 
of outward evidences of right 
thinking. There is no way to secure 
cooperation other than through 
continuing appeal to the emotions 
of men. This fundamental fact 





The Tournamover, a recent development of R. G. LeTourneau, Inc., of Long- 
view, Texas, is designed to move an entire house without using rollers or dollies. 
It is electrically operated, and simply picks up the frame supporting the build- 
ing and rapidly moves it to the new area, places it on the foundation, with very 
little effort. There is no need for raising the house by jacking and blocking 
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must be kept in mind by the top 
management group when develo} 
ing dynamic principles. 

The officers and employees of « 
company are definitely affected i: 
their attitude toward their wor! 
and their company by the ex 
pressed philosophy of the to) 
group of administrators. Thes: 
expressions drift down throug! 
the various levels in many ways 
The members of the organization 
know, for example, how the outsid 
world measures their men by the 
‘alls made upon them for impor 
tant speeches, for work in com 
munity projects, for assistance in 
drives for money. Although thes 
activities demand much in the way 
of time and energy of the men 
called upon to perform the tasks, 
they can depend upon those things 
producing good psychological re- 
sults within their own organization 
because the group shares in the 
glory even though only vicariously. 

The manner in which these as- 
signments are discharged, and the 
point of view disclosed by com- 
pany policies, are used by the work 
force in gauging those who are 
directing the enterprise. The men 
who would build a harmonious, co 
operative, and effective organiza- 
tion must search for the hidden 
facts which will guide them in their 
effort “to do right,” in the philo 
sophical areas of justice, truth, 
and ethics. And, so far as it is 
possible for them to do so, they 
must find an answer to the ques- 
tion, “What is right?” that is ac- 
ceptable to their people. They 
must then live their answer and 
express their answer, not only to 
the organization ; but to the world, 
and convincingly enough so they 
will be believed. This is an art. As 
George Inness, well-known land- 
scape painter, has written, “A 
work of art has as its aim not in- 
struction, not edifications, but an 
awakening of emotion.” 

We cannot demand cooperation 
and loyalty, but they can be won. 
The reward is great and is ob- 
tained only by those who seek and 
find “firm principles” to be used to 
build a successful business. 
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WHEREVER 


THERE'S A Wu B 


In clean, flowing lines and two-tone 


harmony, Burroughs style engineers 
have interpreted the inner perfection 
of the new Burroughs Electric Duplex 
Calculator . . . its ease of operation 
and sureness of figure control. 

Here is an instrument to lift the pride 
and quicken the spirit of the modern 
business girl . .. make deft hands more 
deft. Here, too, is the promise of other 
THERE’S 


THERE'S BUSINESS 


ON THE OFFICE FORCE 


Burroughs developments now in the 
making . .. of improvements and 
refinements that reflect the stepped-up 
tempo of Burroughs research in elec- 
tronics, metallurgy, chemistry and 
styling. 

Great things are going on at Burroughs 
... as this new Burroughs Calculator 
bears evidence. Burroughs Adding 
Machine Company, Detroit 32, Mich. 


Burroughs 
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Butler Brothers goes all the way.” 

Mr. Herberger went on to ex- 
plain that a small merchant must 
have new merchandise coming into 
his store every week. He must 
have constant replenishment of the 
standard, staple, fast-moving mer- 
chandise which sells every day in 
the year. He was emphatic in say- 
ing there are only one or two 
wholesale houses, other than Butler 
Brothers, which make any attempt 
to do this job for the smaller mer- 
And the 
manufacturers are no better. 


“Time and again, in our deal- 


chant. direct-selling 


ings with manufacturers we went 
into promotions which called for as 
much as full-page advertisements 
in the newspapers. Time and again, 
we tried ideas for promotion events 
in our stores, doing everything the 
manufacturers wanted us to do, 
and were left with overstocks of 
the merchandise we had to buy to 
obtain the promotion material. 
“Now some of our stores are 
million-dollar units; if we were 
overloaded, think what must hap- 
pen to smaller merchants with but 
one unit of buying power, and far 
less help to put across promotions 
as the manufacturers expect. 
“Some manufacturers, especially 
the Eastern ones, seem to be out of 
touch with conditions in the 
smaller towns and cities. They 
think almost entirely in terms of 
the big cities, the big stores, and 
the big chains. They do not, with 
a few exceptions, have realistic 
ideas about the types and quanti- 
ties of merchandise which the 
smaller stores can buy and sell 
profitably. The result of this con- 
dition is that literally thousands 
of small stores have perished be- 
cause so few manufacturers and 
jobbers understand their needs. It 
amounts to this: The suppliers 
have actually put many of their 
good customers out of business by 
failing to service them properly. 
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Mr. Herberger Talks About Retailing 


“T have said this a thousand 
> continued Mr. Herberger, 
“and it may seem old and trite, 


times,’ 


but it is true and important: The 
small-town merchant cannot equal 
the buying skill of the great 
chains; he cannot equal the ad- 
vertising and copy-writing skill of 
the mail-order advertising men; 
he does not possess the skill to re- 
model and arrange his store so 
that it is literally a sales-making 
machine, which is what it must be. 
Unless he can turn to the manu- 
facturer and the wholesaler for 
regular assistance, he is licked at 
the very start in today’s battle for 
the consumer dollar. 

“It is obvious that only a limited 
number of, if any, manufacturers 
can service the small-town mer- 
chant profitably. In an attempt 
to sell direct to the small merchant 
they grievously overload him, and 
slow his turnover. 

“A great number of wholesalers 
offer the steady 
source of supply of the right kind 
of merchandise. Neither do these 
wholesalers offer the small mer- 
chant any merchandising assist- 
ance which is good enough to solve 
his problem. I am fully aware that 
some wholesalers have small de- 
partments which are called ‘Mer- 
chant’s Service’ departments, but 
they are often inadequately 
manned, and the personnel are not 
acquainted with the stores they are 
supposed to serve. The members of 
these service departments almost 
never go out into the field, find out 
what is wrong with a store, help 
remodel it, and help the owner step 
up his displays, both window and 


merchant no 


interior. 

“Go into the average small, in- 
dependent store, and what do we 
find? As a rule, it is a store which 
is poorly lighted; the fixtures, 
walls, pillars, and ceilings are dark 
and forbidding. The displays are 


not attractive and do not influence 


people to buy. The merchandise js 
not popularly priced. There is fa 
too little effort to carry on pro 
motions which create sales. 
“These are the conditions whic), 
“aused village ani 


have many 


small-town business districts to 
degenerate into nothing but a fey 
grocery stores, filling stations, ani 
beer parlors, with an occasiona 
‘Gift Shoppe,’ 
existence. 
“With demand for merchandis: 
at its recent levels, the manufac 


struggling fo 


turers of widely known, advertised 
brands do not need to worry; th 
big-city stores give them all th 
volume needed. But when demand 
slackens or production increases, 
and _ the 
vertised brands find it necessary to 
seek business from the smaller 
units, they will find so few strong, 
small stores left that it will be 
difficult, if not impossible, to main 
tain salesmen to service these 
smaller communities.” 

Mr. Herberger naturally feels 
that Butler Brothers is the only 
place for the small merchant to 
turn for the type of merchandise 
and merchandising service he needs 
to survive. As he talks, he picks 
up a book of photographs of 
Federated and Ben Franklin stores 
—the two groups of stores spon- 


manufacturers of ad 


sored and serviced by Butler 
Brothers. There is also a_ new 
group, called the Homecrest 


Stores which specialize in appli- 
ances and housewares. 

As he turns the pages of the 
book, he refers to the annual pur- 
chases of these stores, and the 
budgeted retail business. “Here is 
a very small-town store,” he says. 
“Its purchases from us were $86,- 
000 last year, at wholesale.” He 
goes on, showing one store after 
another which is the equal of any 
corporate chain store in size, ap- 
pearance, color scheme, location, 
window and interior display. H: 
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Your business, 
too, 1s different 





Record-keeping problems are basically 
the same, whether you sell sea food, 
automotive parts or mail order dresses. 
But the best system for you can be 
determined only by careful study 


and unbiased judgment. 


Your Diebold man knows the 
fundamental advantages of all four types 
of record equipment—rotary, vertical, 
visible and microfilm. Having all 

to offer, he is free to recommend the 
one best suited to your needs. 

Write today, or phone the nearest 


Diebold Branch or Dealer. 


Diebold 


MICROFILM « ROTARY, VERTICAL AND 
VISIBLE FILING EQUIPMENT « SAFES, 
CHESTS AND VAULT DOORS «+ BANK 
VAULT EQUIPMENT * BURGLAR ALARMS 
HOLLOW METAL DOORS AND TRIM 


DIEBOLD, INCORPORATED 
1417 Fifth Street, S. W., Canton 2, Ohio 


Please send without cost complete details on — 


Diebold Diebold Diebold Diebold Flofilm 
Cardineer Tra-Dex Flex-Site Microfilm 
Rotary Files Posting Trays Visible Binders Equipment 


Name 
Firm Name 
Address 


City and State 
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uses the book to prove his asser- 
tion that the small-town merchant, 
when intelligently helped and not 
burdened with the overstocking of 
manufacturers’ salesmen, can be 


successful. 

But it seems to many other 
people that Butler Brothers can- 
not do this job alone. It seems 
there is need for other wholesalers 
to adopt and maintain a realistic 
attitude toward small merchants 
—that they must be supplied with 
fast-selling items—that this sup- 
ply must be steady and reliable. 
But more than that, these small 
merchants must have merchandis- 
ing help — equally reliable and 
steady, and gauged wholly on their 
needs. Not the imaginary needs of 
some immature advertising or pro- 
motion man who has never 
bothered to visit any small-town 
merchants, let alone understand 
their current problems. 

What has happened and is hap- 
pening to smaller merchants is ap- 
parent both in Watertown, South 
Dakota, where one of Mr. Her- 
berger’s stores is situated, and in 
Kankakee, Illinois. In Watertown 
there is only one independent gen- 
eral store with a reasonably good 
stock of merchandise. Montgomery 
Ward’s branch there did $1,000,- 
000 last year. The Herberger store 





did $1,050,000. Penney’s did about 
$500,000; and the Gamble store, 
$731,000. several 
other chains, such as variety and 
automotive supply stores, are not 
available. This is a total of $3,- 
281,000 for four stores in a com- 
munity of about 10,400 people. 
At Kankakee, Illinois, a one- 
time prosperous farming supply 
town, now both a farm supply and 
booming industrial city of prob- 
ably 30,000 people, there is only 
store, 


Figures for 


one independent general 
called the Fair Store, more than 
50 years old and in a relatively 
bad retail location. This store has 
a rating of $125,000 to $200,000 
(high), and probably does a fairly 
large business. But the big busi- 
ness of Kankakee is done by the 
new, brilliantly designed Alden’s, 
Inc. (Chicago Mail Order); by 
Roebuck and Company; 
Montgomery Ward; Penney’s; 
McLellan’s; Woolworth; and 
Kresge. Several home-owned furni- 
ture and floor-covering stores seem 
prosperous, but Sears probably 
leads the list, partly because there 
are several Sears Roebuck fac- 
tories there. Montgomery Ward 
has a more modern store, a corner 
location, perhaps the best in town. 
Sears middle-of-the-block 
location which may be a handicap. 


Sears 


has a 





It may not be a matter of con- 
cern to many large manufacturers 
that the strong, independent mer- 
chant has all but disappeared from 
two small cities, Kankakee and 
Watertown. But it may be of con- 
siderable importance to these large 
manufacturers that this same type 
of merchant is disappearing al- 
most everywhere. Chalk off a few 
skilled operators such as the Block 
& Kuhl group in Illinois, the Her- 
berger group, and an occasional 
unusual operation in scattered 
towns, and it is apparent that this 
sector of the market is drying up 
for literally thousands of manu- 
facturers whose merchandise is not 
popular with the mail-order stores, 
with the mail-order houses, or with 
the chains such as Grant, Wool- 
worth, McLellan, Penney, the 
automotive supply stores. 

It seems that Mr. 
Herberger is correct when he as- 
serts that between obsolete meth- 
ods of the few remaining jobbers 
and wholesalers, and the lack of 
knowledge cf small-merchant prob- 
lems by the manufacturers, retail- 
ing will gravitate to a few strong 
organizations unless the manufac- 
turers learn to service these small 
merchants, or the wholesalers im- 
prove their merchandising, pricing, 
and promotion policies. 


apparent 





When to Invest in Modernization 


(Continued from page 13) 


4. Other Costs 

In addition to the more obvious 
costs and disadvantages of a new 
investment, there are hidden and 
indirect disadvantages which 
should be carefully considered. 
Technical problems such as floor 
load or safety hazards; personnel 
problems if the new production 
process is to be greatly speeded 
up; cost factors such as additional 
electricty or fuel, or a larger 
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usage of floor space. In addition 
there are even more remote but 
none the less critical problems to 
be thought out. Will the new ma- 
chine constitute a bottleneck if it 
should break down? Is it a difficult 
machine to operate, necessitating 
the replacement of unskilled 
workers by highly skilled spe- 
cialists? Will the machine present 
problems of noise, dirt, fire hazard? 

Only when all the pros and all 





the cons have been measured can 
the business executive begin to see, 
with some objectivity, if his invest- 


‘ment is likely to be a worth-while 


risk. But there is still a final prob- 
lem to be disposed of; a problem 
of critical importance if an in- 
vestment is to be successful. This 
is finance. 

Unwise financing of the best 
equipment can cripple an enter 
prise and rob it of every advantag: 
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Contact Paper 


Can be used with your present 
contact photocopying equipment 


Nothing new to buy... to learn... to 
bring the big new plus of Kodagraph 
Paper—rich contrast, wide latitude, 
flatness, long life, unsurpassed uniformity 
—to your photocopying. Kodagraph 
Contact Paper can be used in your 
present photocopying equipment. 

It comes in sheets and rolls, two 

weights, in every standard size. 





Reproduces beautifully . . . 
uniform, easy to handle 






Here it is . . . the new Kodagraph 
Contact Paper . . . the big new plus in 
photocopying (reproducing office papers, 
charts, drawings by contact photography). 
Kodak-made, it reproduces beautifully—deep 
black on brilliant white. It’s easy to handle— 
has wide latitude in exposure, development. 
On highest quality 
paper base, it lies 
flat... takes rough 
usage, is long-lasting. 
It’s dependably 
uniform—same 
exposure, same 
development, from 


package to package. \ 


Look into Kodagraph Paper now 
... descriptive booklet FREE 


To get the plus benefits Kodagraph Paper offers . . . to get 
something you can put into the hands of your photocopying 
unit for efficient follow-through—write for our free booklet, 

“The Big New Plus.” 

Eastman Kodak Company 
Industrial Photographic Division 
Rochester 4, N. Y. 


FREE— Kodagraph booklet 


Eastman Kodak Company 
Industrial Photographic Division 
Rochester 4, N. Y. 

Please send me a free copy of “The Big New Plus”— 
the booklet that tells the story of Kodagraph Contact 
Paper in photocopying. 


Name 





(please print) 





Department 


Company 





Street 








City 
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tailored / 


Uniset carbon interleaved busi- 
ness systems are especially 
tailored to fit the unique and indi- 
vidual needs of any job. They 
make hard jobs easy and elimin- 
ate wasted motions. 

There is no limit to Unisets’ 
cost-saving possibilities. Copies 
and carbons are specifically tail- 
ored for every job. Special die- 
cuts and short or narrow sheets 
make it simple to omit information 
(in any position) from any copy. 

Detachable shipping labels— 
even tags with strings—can be 
built into Unisets to further guar- 
antee “no strings’’ on your office 
efficiency. 








Unisets’ new, patented pullout perfor- 
ation speeds easy, clean separation of 






copies from stub, greatly reducing 
chances of torn copies. No defacing! No 
time wasted patching or rewriting! Uni- 
set one-time carbon forms are great 
aids to typists’ speed and disposition. 

Write today, for “demonstrator” sets 
—plus information regarding the many 
ways that Unisets have simplified com- 
plicated jobs of all types. 


UNISETS, The Versatile Business Systems by 
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REYNOLDS 
REYNOLDS 


COMPANY ° DAYTON 7, OHIO 
Established 1866 


» SALES OFFICES IN MANY PRINCIPAL CITIES 





which might have been obtained. 
Therefore every sizable investment 
must be based on a _ carefully 
thought-out plan of financing. The 
means at hand are many: Cash 
chattel 
stock or bond issues, or even the 


expenditure, mortgage, 
entire refinancing of the enter- 
prise. No investment can be said 
to be soundly planned until its 
method of financing has been care- 
fully studied in the light of the 
over-all liquidity of the business, 
its credit standing, its capital 
structure, and its probable finan- 
cial needs over the near future. 

may fill 
criterion for soundness but 
totally 
ranted, simply because it absorbs 


An _ investment every 
may 
nevertheless be unwar- 
too much of the working capital of 
an enterprise. Corporations in 
1930 were often wrecked because 
they lacked the liquid capital to 
tide themselves over a year of bad 
business. All their liquidity was 
sacrificed to machines and plant— 
equipment that looked extremely 
worth while a year earlier. Had 
they paid as much attention to the 
dictates of finance as to the dic- 
tates of cost and return, many 
business failures might have been 
avoided. And still today small and 
middle-sized businesses are often 
dragged under by their capital ex- 
penditures ; not because they have 
made “bad” investments, but be- 
cause they have made their in- 
vestments badly. 





New Approach to 
Office Furniture 
EVERAL offices in New York. 


and one large office in Chicago, 
as well as a number of branch of- 
fices of the Chicago company, have 
been equipped with a new type of 
office furniture which is creating 
tremendous interest wherever seen. 

For the first time in any maga 
zine AMERICAN Business will carry 
a well-illustrated report on this 
furniture and its designer in th 
December issue. 


AMERICAN BUSINESS 


ee ee 





ht >. ~ 


my 





sh 








Me 


" FIGURE ON UNDERWOOD SUNDSTRAND... 


for fast, accurate 
addition, nothing can beat 
an Underwood Sundstrand 


Notice the keyboard. You don’t see a confusing maze 


Adding-Figuring Machine. 


of buttons. Just 10 numeral keys . . . arranged in natural 
sequence under the finger tips of one hand. 

Even beginners develop a “touch” method after a 
few minutes’ practice. Fingers “learn” this keyboard so 
that eyes can be kept on work sheets. No tiring head 


swinging back and forth from work sheets to keyboard. 
Accuracy is a natural result 


Operation is smooth and continuous. Fingers ripple 

naturally over the keys setting up numerals . . . quickly 

producing totals, subtotals and credit balances. 
Underwood Sundstrand’s cushioned key action elimi- 


nates finger strain. The compact keyboard means 
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minimum hand travel. Operators are relaxed . . . more 
alert ... and as a result, more accurate. 

You'll find Underwood Sundstrand Adding-Figuring 
Machines in models for every need . . . for adding, sub- 
tracting, multiplying, and dividing. Capacities from 6 
to 13 columns. 

Call your nearest Underwood Corporation office for 


a demonstration today. 
© 1947 


Underwood Corporation 


Adding Machines . . . Accounting Machines . . . Typewriters ... 
Carbon Paper ... Ribbons and other Supplies 

One Park Avenue New York 16, N. Y. 

Underwood Limited, 135 Victoria Street, Toronto 1, Canada 


Sales and Service Everywhere 


Underwood ... Speeds the World’s Business 
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STAMP 
150 ENVELOPES 
A MINUTE... 





with the 


MULTIPOST* STAMP AFFIXER 


will affix as many as 150 





HIS handy, compact machine is fast 
stamps a minute! Thus, it greatly speeds the preparation of 
outgoing mail, cuts mailing costs, eliminates postage waste and 
keeps mailings neat, clean and business-like in appearance. 
Multipost has a special lock-out device that prevents its use by 
any except authorized persons. An automatic counter keeps track 
of postage used. And its positive adhesion principle makes stamps 
stick. Accepts a full coil of 500 stamps and can be used to affix 
stamp-size labels or stickers. For getting the day’s mail out on 
schedule, use the Multipost. Call your USPM specialist foday. 


USPM SYSTEMS AND EQUIPMENT 
TO MEET EVERY MAILROOM NEED 


USPM offers you complete mailroom service—expert planning, 
systems and equipment to fit your particular requirements. 
For full information, send for our “Blueprint” Folder. Write 
Department AB-117. 





Metered Mail Systems ...Letter and Parcel Post Scales... Letter Openers... Envelope Sealers 


Multipost Stamp Affixers ... Mailroom Equipment... Endorsographs ... Ticketograph Systems 
*Reg. U.S. Pat. Off. 


MMERCIAL 


‘U.S. POSTAL METER DIVISION. NTROLS 


Rochester 2, New York 


Commercial Controls Canada Ltd., Toronto 1, Ontario _ ae re) R O | 7 | O N 










Sales and Service Offices in Principal Cities 
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Rexall’s New Office 


(Continued from page 17) 


several unusual attributes. The 
center portion of the ceiling has 
been dropped several feet in a 
wave pattern, and this portion will 
be outlined by concealed cold 
cathode tubing which will paint the 
rest of the ceiling with light. 

Around the walls of the drug 
selling area, the ceiling was 
dropped again. A solid bank of 
recessed fluorescent fixtures on the 
underside of this lowered ceiling 
gives three-purpose light which 
throws 80 foot-candles on the shelf 
merchandise, beams down on the 
showcases, and extends out onto 
the floor for general illumination. 

The store also includes a soda 
fountain, a dining room seating 
225, a cafeteria, and a kitchen 
which services all three eating 
places. Cafeteria diners may eat 
in either of the two courts on that 
side of the building. Plate glass 
walls between these courts and the 
‘afeteria bring the gardens into 
the cafeteria, make them appear 
part of the interior dining space. 

Plantings in the courts were 
selected with care so that in every 
California season there will be 
flowers and fragrance. Terraced 
formations outlined by masonry 
walls of various shapes have been 
planted with a large variety of 
subtropical bushes, vines, bulbs, 
and ground cover, and each court 
contains a pepper, olive, or ever- 
green elm tree to provide shade 
and coolness. 

Except for structural intervals 
of concrete, the building exterior 
has two solid bands of windows 
around its circumference, and the 
courts’ walls are similarly punc- 
tuated with windows to provide 
daylight for interior offices. Alto- 
gether there are more than 800 
aluminum frame windows fitted 
with aluminum venetian blinds. 

Above the courts are tiled ter- 
races leading off from the second 
floor. These, too, will be relieved 
by plantings — fig and ivy vines 
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ug / 
as i S A 
of That little word “Dual” means that a Davidson / 

ae Dual Duplicator is actually two machines in one... M 1 G H T Y / 

ng and for the price of one. That’s important to every ‘ 

ch prospective buyer of an office duplicating paved IMPORTANT / 

lf Here’s why. 


he 
to 


m. 
nt A relief duplicator reproduces only from type, 


electrotypes, and rubber plates. 


An offset duplicator reproduces from offset plates 
...and nothing else. 


1g 
he A Davidson Dual Duplicator provides all these 
1g methods of reproduction . . . from offset plates, 
at type, electrotypes, and rubber plates . . . not with 
ul two machines... just one. And don’t think that 
88 isn’t important to you. It is. 

For many types of work, offset duplicating is by 
far the best method . . . office systems duplicating 
(using Davidson Pre-printed Paper Masters), bul- 
letins, stationery, form letters, price lists, advertis- 
ing literature in one or more colors. 


ieee et Td 


Ye And ... for many other jobs, such as imprinting 
d work, envelopes, shipping tags, and exceptionally 
Vv long run jobs ... reproduction from type, electros, 
n or rubber plates provides the most practical and 
f economical method. 

A Davidson Dual Duplicator gives you all of this 
... plus quality that cannot be excelled . . . clean, 
sharp copies from first to last... distinct characters 
... unbroken lines... accurate register... at high 
’ speed and low-cost. 

: And only a Davidson Dual Duplicator can give ‘ ‘ 
s } you a// this in one machine. 
e 


a 

/ 

/ 
/ 
. There’s a lot more to the story than this. / @ 
. These are just the highlights. But we'll be ! a / S 0 
glad to send you an interesting booklet that 4 
gives all the details. Just drop us a line... iy 
no obligation. *.. 
DAVIDSON MANUFACTURING CORPORATION 


1028-60 West Adams St. Chicago 7, Illinois 


l : Davidson Sales and Service Agencies are located in principal cities of 
| U.S., Canada, Mexico, and abroad. 
} 





A GENERATION OF EXPERIENCE IN THE MANUFACTURE OF OFFICE EQUIPMENT 


DUPLICATOR 
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NOW you can OWN your 


Microfilming Equipment 





Frilm-a-record is one microfilming machine you can buy or lease. Now 


you can buy a Film-a-record and Reader—get immediate delivery. 


Film-a-record cuts your labor costs in recording ‘passing through” rec- 
ords and in preparing monthly statements, passing reports and transit 
letters. With Film-a-record you can also have record protection and a 
99%) saving in space, p/us increased ease of operation through special 


features. For example: 


* Ac the usual reduction your records show up on the Reader screen 
sharp and clear in their full size. But if you have records to which 
you refer frequently, 8’2” x 11” originals can easily be microfilmed 
so their images on the Reader screen are approximately 101’’ 
Simply substitute a Film-a-record camera taking larger pictures 
you don’t have to replace the whole machine. 


, 


x 14’ 


¢ With the Film-a-record Color-Stat you get uniformly clear and 
readable micro-images regardless of the color of your records. 


eIf you microfilm records sideways to save film you can bring the 
images into readable position on the screen simply by the twist of 
a knob. 


Use our CONTRACT SERVICE fo retire your inactive 
and semi-active records... 


Under Contract Service we furnish the ma- 
chines and experienced personnel to prepare 
and microfilm your records. We parallel your 
present filing system on filn—provide accurate 
indexing, complete coverage, rigid film in- 
spection. For complete information about 
Film-a-record or Contract Service write to 
Photo Records Division, Room 1675, 
315 Fourth Avenue, New York 10, N. Y. 





Greater business efficiency through photography 


and myrtle in boxes for formality 
California privet hedges at the 
base of the building leading away 
from the main entrance and tall 
olive trees in elevated plots flank- 
ing the entrance will soften the 
bold outline of the structure. 
Structurally, the world head- 
quarters building is one of the 
most quake-resistant structures in 
California. After 
the site, 1,150 tapered reinforced 


excavation of 


concrete piles were driven to 
refusal to provide a solid base for 
the massive conerete structure. 
To lighten the air-conditioning 
load and lessen the need for insu- 
lation on air ducts directly under- 
neath the roof slabs, the building 
wears the equivalent of a tropical 
sun helmet. Two layers of inch- 
thick Canec insulation, sandwiched 
with mastic, were put over the 
roof’s 90,000-square-foot 
After this 
with a top layer of mastic, pea 


area. 
insulation was sealed 
gravel, an inch thick, was spread 
over the surface and sprayed with 
aluminum paint. 

To provide more exact control 
for air-conditioning, the building 
was divided into 33 separate zones, 
each regulated automatically and 
independently of the others. How- 
ever, the control system centers in 
the basement machinery and boiler 
room where a continuous dial re- 
corder shows an engineer the tem- 
perature in any zone at a glance. 

The first floor of the building 
will the 
public areas in the drug store, the 


include, in addition to 
dining room, and the cafeteria, 
125 private offices for the mer- 
chandising, sales promotion and 
advertising, construction, person- 
nel, and medical departments. 

On the second floor will be the 
general exccutive offices, legal and 
accounting departments, the diree- 
tors’ conference room, and Rexall’s 
product development laboratories, 
a total of 75 private offices. 

The entire design was carried 
out with the idea of crealing an 
efficient, workable “business fac- 
tory” in which the surroundings 
would summon the best efforts of 
employees and executives. 
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The Boss: What’s wrong with the office furniture we 


have now? 


Mrs. B.: Nothing IF you want to look 20 years be- 





or 
hind the times. Marge has the same desk J had 
35 J ; , « , , , ‘ ° > . . ’ 
' before I married you and you know how long ago ciate a well furnished homey office. And I’ll bet 
; that was. you a new fur coat they’d turn out more work, too. 
The Boss: [’ll] admit the original investment and The Boss: Employee Relations, eh? Hadn’t thought 
. depreciation has been written off. But why do you of it that way. Might be a good invest- 
. so ; ment at that. 
i insist on wood desks and chairs? 
« 
me a ee ee oe og a ee 
a . Mrs. B.; Cost of refurnishing is low when 
: Good employee relations as well as customer “| Misc 
Mrs. B.: Good emplo; , \\ y/ you spread it cut... wood costs no more. 
relations, my love. Don’t you enjoy the warmth 
Ms and richness of wood in your own office? Aren’t The Boss: You seem to know so much about 
: ‘ ree it—how about coming back to be my 
ar you a fiend for good looking furniture at home? - S : 
~ ¢ purchasing agent? 
e : is is an office, not a home. . , . 
The Boss: But this is Mrs. B.: Who bought everything when you first went 
" , . none 9 Pofore von he 5 > 7ee Pi 
;, Mrs. B.: Look, you spend almost as much time here in business? Before you had 500 employees. If it 
; , hadn’t been for me. 
9 as you do at home. (Who would know better than ad 
- I?) And so do the rest of the staff. They ’d appre- The Boss: [’m not so dumb. I married you, dear! 
I Mrs. B.: Never mind the flattery. You send Marge 
" downtown to look over the new furniture. 
The Boss: Marge, you heard what the ‘‘ Boss’’ 
said . 
p 
| For better employee and customer relations ... 
s furnish in WOOD for everybody. See your 
office equipment dealer. 
) 


bod OFFICE FURNITURE /nstctute 


America’s leading manufacturers of commercial 





l desis and chairs . . . cooperating in product 
research and development .. . in the interest of 
- greater office beauty and comfort. 
‘ Their symbol ...is your guarantee of master craftsmanship and quality, 
' 4 
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NEW BOOKLET ON 
MARKET RESEARCH 


This booklet, just released, 
deals with new market re- 
search techniques. The tech- 
niques and methods described 
in this booklet are now being 
used successfully as a basis for 
plans to develop— 


new markets 

new products 

more effective 
advertising-selling methods 


The booklet has been pre- 
pared by practical men—man- 
agement engineers — with a 
background of long and varied 
experience in market research 
work for clients in more than a 
hundred different industries. 

Market research adds a large 
measure of certainty to busi- 
ness planning. The new mar- 
ket research techniques are 
well worth studying. They 
eliminate much of the former 
waste. They cost less and get 
results much quicker. 

The business press has de- 
voted much space to market- 
ing research methods and ac- 
complishments, and there is 
consequently a better under- 
standing of this subject today 
than ever before. This booklet 
tellssomething more. It stresses 
the “know how” and points 
out certain dangerous pitfalls 
that are not widely known. 

A copy of this booklet will 
be mailed free to any business 
executive sufficiently interest- 
ed in the possibilities of the 
new market research tech- 
niques to send for it. 


BUSINESS RESEARCH CORPORATION 


Dept. LIAB, 79 WEST MONROE STREET, 
CHICAGO 3, ILLINOIS 


I am interested in new market re- 
search techniques and methods; so 
please send your free booklet along. 
Name.... 


~ r 
Company... 


Address. . 


City... 
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Sales and Production Outran Office Methods 


(Continued from page 10) 


products of the accounting de- 
partment be utilized as real work- 
ing tools for top management? 
This couldn’t be done by patch- 
work methods of improving cleri- 
cal tasks 


operations. Grafting a new method 


regarded as routine 
on the old system for handling— 
say billing, inventory, or accounts 
receivable—wouldn’t go very far 
toward solving these problems. All 
clerical procedures, management 


at Joslyn felt, were closely inte- 


grated. To solve one problem, 
without an over-all view that 


would give a true perspective of 
company operations, would simply 
create other problems. 

Information required in one 
clerical task was the same informa- 
tion used in several other account- 
ing operations, and had to be 
needlessly copied for several sets 
of records. Still there was no prac- 
tical way under the old system of 
correlating this information, ana- 
lvzing it, and condensing it into 
current concise reports. 

What information did top man- 
agement urgently need in directing 
company policies and in making 
future plans? How could this in- 
formation be prepared quickly and 
concisely? What key figures did 
top management watch in gauging 
What 


porting statements and compara- 


company progress? sup- 
tive figures did they regard as 
essential ? 

Here was the heart of the prob- 
lem, and the starting point for 


overhauling or discarding out- 
moded clerical methods. These 
questions had to be answered. 


Once these objectives had been es- 
tablished, all clerical procedures 
could be overhauled and closely 
coordinated to meet these special 
needs. 

After these objectives were de- 
fined, the first step was to charter, 
or in fact recharter, all accounts. 
Each assigned a 


account was 





numerical classification that coul 
be used for cross-references i 
segregating expenses and in pre 
paring a variety of operating re 
ports for top management. Today 
accounts at Joslyn are used t 
prepare detailed uniform operat 
ing reports for every compan) 
the 


every division, every department. 


within parent organization. 
and for every product manufac 
tured or distributed. To show how 
every company dollar can be spent 
most effectively and to highligh 
strong and weak points of com 
pany operations, these reports ar 
prepared as though each of thes« 
units were operated as an inde 
pendent business. 


Most 


centralized in the home office and 


clerical operations ar 
have been mechanized through 
IBM punched cards. These cleri 
cal tasks have been departmental 
ized in an assembly-line fashion, 
with a flow pattern of work that 
detailed 


operating reports going to top 


results in dozens of 
management. 


Clerical work is divided into 
three principal departments: First, 
information from various depart- 
ments is segregated and coded in 


the 
proper account number classifica- 


accounting section, where 
tions are assigned; then it feeds 
into the tabulating department. 
From the tabulating department. 
work is routed to the tax and 
auditing department. 

In the tabulating section in 
formation is punched into IBM 
cards, verified, and sorted to pre 
pare automatically operating and 
sales reports using numerical and 
alphabetical tabulators. As in- 
formation comes into the tabulat 
ing department it is accompanied 
by proof tapes with predetermined 
totals as well as figures on the 
number of postings required, so 
possible errors in each group of 
work can be localized and flagge:. 
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‘ THIS TABULATING SERVICE 
re i 1! WU 
re oe 
\ 
to 
at 
n\ ° 
™ 1 ow Don't Have To Be BIG To Benefit From STATISTICAL’S 
" 1 Yow Don't Have To Be BIG To Benetit From STATISTICAL’: 
ic = 7 eye,;e 
6 © p ogy y 

a : Tabulating Facilities 
‘hi 
hi 
mn 
Lit 
Pst No matter what your fact-and-figure requirements may 
He be, STATISTICAL offers the mechanical equipment 
_ and personnel to solve your problems quickly, accu- 
nd rately and economically. 
gh 
ri 
al This tabulating service is so flexible that it can be 
pe adapted to your individual needs whether you have 
lal 
led your own tabulating department or not—whether you 
op need help regularly or only on an emergency basis. 
You’ll be money ahead to call on STATISTICAL. 
ito 
st 
rf remember, STATISTICAL operates the largest in- 
oa dependent punched-card tabulating service in the 
pre 
_ country, manned by people with the skill and experience 
ls to do any tabulating job, small or large. 
t. , “ . ’ . 
* Just phone HARrison 2700 for the full story on STA- 
nit. 
nd TISTICAL’s tabulating, calculating, typing and mar 

keting research services. 
in 
Mo 
re 
nd 1 \ ' ' J 
nd \ ! | NU ! | 
1h- 
nt \% 53 West Jackson Boulevard - Chicago 4, Illinois 
1e( I 
ed Telephone: HARrison 2700 
he : St. Louis Office: Arcade Building, St. Louis 1, Mo. 
sO 4 
af Telephone: CHestnut 5284 
ol. 
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Ambassador 
of ill will 


“Feels like a little less than two 
ounces,” says the old letter scale in 
your mailing department. “Six cents 
should be enough.” But actually the 
letter weighs a little over two ounces. 
The people at the receiving end are 
stuck for three cents...and your firm’s 
reputation for efficiency suffers. 

Why risk ill will and waste postage 
when you can be safe and sure... with 
a PB Mailing Scale?... Automatically 
figures exact postage for any mail—Air 
Mail, First and Third class, Parcel Post 
by zones, Special Delivery and Special 
Handling. Face of scale shows large, 
legible numbers for quick reading. 

The PB Mailing Scale operates by 
an automatic pendulum for greater 
accuracy, longer use. No springs to 
adjust or wear out. Call our nearest 
office or write direct for illustrated 
folder... today! 


PITNEY-BOWES 


Mailing Scale 
= PITNEY-BOWES, Inc. 

2120 Pacific Street, Stamford, Conn. 
World's largest makers of mailing 


machines. Offices in 63 cities in the 


wee’ United States and Canada. 
a 
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To avoid peak loads and insure 
an even distribution of work, 
tabulating cards are punched each 
day. Many of these cards are used 
to prepare cumulative totals for 
weekly, monthly, and quarterly 
reports. For example, cards 
punched daily include those for 
accounts receivable, and for ac- 
counts payable, which are held un- 
til due date. Cards are also 
punched each day from extended 
time cards to prepare a weekly 
payroll for more than 1,700 em- 
ployees in eight subsidiary manu- 
facturing companies within the 
Joslyn organization. A system of 
daily checks and controls elimi- 
nates possibility of the records 
being out of balance. 

Plus daily, weekly, and quar- 
terly reports, the tabulating de- 
partment, using two tabulators, 
turns out 215 specialized monthly 
reports required for various de- 
partments and divisions, and the 
28 companies Joslyn controls. 
These sales analysis and operating 
reports cover about 50 major 
product classifications, which in- 
clude several thousand different 
tvpes, classes, and sizes of items. 

“Savings in this system,” Mr. 
Pennington points out, “result 
from being able to punch one card, 
then using that card over and over 
to prepare several different re- 
ports. For example, we estimate 
there should be a minimum of three 
applications for the information 
contained on a tabulating card. 
There are often several times this 
number, before it is worth having 
a card punched.” 

There are six principal cards 
punched in the tabulating depart- 
ment, which are used to prepare 
automatically a variety of dif- 
ferent types of reports. A list of 
these six cards and the tabulated 
reports made from them illustrate 
how the same information is used 
almost continuously without un- 
necessary delays, duplication, 
back-tracking, and rewriting. 

Reports prepared from an IBM 
sales card include: Sales by ac- 
count number and department; 
sales analysis by salesmen, cus- 


tomer, and product ; sales analysis 
by item; sales tax report; and 
sales analysis by class of trade. 

From a payroll detail card, 
there are prepared weekly: Ledger 
summaries by department and ac 
count number; payroll checks; 
payroll check register; labor dis 
tribution; bond deductions; with 
holding tax deductions; miscel- 
laneous deductions; and earnings 
statements. Using these same 
cards, there are prepared monthly: 
Profit-sharing contribution; old 
age benefit deduction reports ; and 
social security reports. 

An accounts payable punched 
card is used for: Accounts pay 
able checks; accounts payable 
vouchers; accounts payable in 
voice register; accounts payable 
trial balance; ledger cards from 
accounts payable; and reports of 
purchases by vendor. 

Reports on commission paid by 
departments and account number, 
reports by agents and licensors, 
and authorization to pay commis- 
sions and royalties are run on 
tabulating machines, using a com- 
missions and royalties payable 
card. 

From an accounts receivable 
card there are prepared: A sub- 
sidiary receivable ledger; an ac- 
counts receivable trial balance 
analyzed by age of accounts; and 
transcripts of customers accounts. 

The sixth principal tabulating 
“ard is used to prepare a cash 
journal and accounts receivable 
credit postings. 

After reports have been tabu- 
lated, using these cards, they go 
to the tax and auditing depart 
ment for final checking, and the 
preparation of operating state- 
ments and sales reports. These re- 
ports are distributed to the presi- 
dent, vice president, and division 
heads at Joslyn, and its numerous 
subsidiary companies. 

Although many of the reports 
going to top management are 
usually typewritten, information 
for these reports is obtained from 
the original tabulated reports. 
This system provides greater se- 
lectivity in picking the key figures. 
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“Pve come to take back your halos,” 
the mad angel said. “I’ve just learned that 





It’s a sin to type the same sales letter 100 
times a day—when you need do it only 
once. Simply make 99 Ozalid Black-line 
prints of your original...then add headings, 
etc. Everyone will think his letter was com- 
pletely typed. Deception? Yes, but you save 
6 hours a day. 
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Office Fatienge is no virtue 


It was as if an atom bomb, instead of 
an angel, had entered the room. 


Office Patience is no virtue! 


“Satan—or some other black sheep— 
has had the wool over our eyes for too long 
a time.” 





Waiting 25 minutes for photocopies or man- 
ual transcriptions of file cards and records 
merits a veto, not a halo. You should use 
translucent cards—and get Ozalid prints in 
25 seconds. 

Besides, each Ozalid print is a positive(not 
negative) copy. 100%, accurate every time. 


Unnecessary posting, checking, repeating 
add up to the biggest loss of all. Ozalid 
allows you to make composite reports from 
separate ledgers... to transfer information 
from one sheet to another in seconds— 
without lifting a pen. It makes possible 
dozens of basic short cuts that bring joy— 
and new accuracy—to every accountant, 





Not a vision, but a new Ozalid Streamliner, 
which you should learn all about today. 

In 25 seconds it reproduces anything typed, 
printed, drawn or photographed on translucent 
paper. And an 8!% x 11-inch print costs only 
one cent! 


All the ways you can save time, labor, and 
dollars by using it are explained in “The Sim- 
plest Business System’’—a_ new, illustrated 
booklet. Mail this coupon today for a free copy. 














OZALID DIVISION OF ae fl 
| General Aniline & Film Corporation | 
| Johnson City, New York 
| Gentlemen: Please send free copy of “The 
| Simplest Business System’’. . . and Ozalid prints | 
| of typed, drawn, printed, and photographic l 
| material. | 
| NAME l 
| POSITION 
COMPANY | 
| ADDRESS_____ | 
L = 











Ever been haunted 





D O YOU find payroll work creeping 


up on you.... 


. taking more and more clerical 
time...costing you more and more 
money and headaches! 


There’s an easy, sensible way out. 
Matter of fact, all you need is— 


PAYROLL SERVICE 


Why go to the trouble and expense of 
compiling your payrolls manually— 
when our high speed alphabetic and 
numeric machines can turn out the 
work for you and do it accurately and 
more economically! 


We will turn out your confidential 
payroll and related tax work on such 
machines We will compile your 
payroll registers, labor distribution 
schedules ... everything from payroll 
checks (ready for signatures) to W-2 
forms! 


Your payroll work will be handled 
by bank standards—and your figures 
held just as confidential! 

Send for booklet, “Payroll Service,” 
which explains how you can use this 
efficient and confidential service. 


OTHER RECORDS, ANALYSES 


For an accurate compilation of 
sales analyses, traffic studies, price 
studies—and reports and statistics of 
most every type—turn to the Record- 
ing and Statistical Corporation. 

Send for additional facts, and let us 
quote on your work. 


Recording and Statistical 


Corporation 


CHICAGO ® BOSTON © #£ODETROIT 
MONTREAL © TORONTO 
102 Maiden Lane, New York 5, N. Y. 
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Three-Way Plan Cuts Wrisley Costs 


/ 


(Continued from page 15) 


tion. To gain a more detailed 
break-down and tighter control 
over costs and expense distribu- 
tion in an industry (which often 
defies the best methods of process 
cost accounting), Wrisley is plan- 
ning now to put into action a 
graphic system of variable budget 
control. 

This system of variable budget 
control, when compared with the 
outmoded methods of static budg- 
eting, has proved as revolutionary 
in accounting as the development 
of freewheeling and overdrive in 
automotive engineering. (See 
AMERICAN Business, “Variable 
Budget to Insure Profits,” July 
1947; and “Graphic System to 
Control Costs,” April 1947.) A 
variable budget recognizes — an 
element of fixed expense, plus a 
fluctuation in the amount of ex- 
penses on such activities, as: 
Amount of merchandise received, 
direct labor, or dollar volume of 
sales. 

“The first step toward estab- 
lishing variable budget control,” 
Mr. Sauer points out, “is to ob- 
tain information that will provide 
us with complete and current case 
histories of all of our fixed and 
variable expenses. Our system on 
costs, incentives, and payroll is 
helping to do just that. It is giv- 
ing us the information we need for 
analyzing and setting up budget 
controls. It is giving us an ac- 
curate break-down on established 
fixed and variable costs pertaining 
to direct and indirect labor. This 
may seem like a long-range ac- 
complishment, but we are already 
beginning to compile this informa- 
tion so it can be used later in plot- 
ting graphs for our variable 
budget control program. 

“Even if we were not utilizing 
this information to establish a new 
type of budget control, other ad- 
vantages of this system are sig- 
nificant. For example, daily labor 


efficiency reports which weren't 
available under the old system, ar 
distributed by midafternoon the 
following day. They show the 
shift, commodity number, descrip 
tion, amount produced, total ac 
tual hours, total standard hours, 
and efficiency in percentage for all 
work done the previous day. 

“In addition to these daily labor 
efficiency reports, we get informa 
tion on costs by commodities and 
figures for individual bonus pay- 
ments, which we didn’t previously 
get. While this system localizes in- 
formation for purposes such as 
setting up budget controls, it also 
localizes and spots errors. Since 
we are getting more information 
now with the same number of em- 
plovees, we feel this is equivalent 
to a substantial saving in per- 
tickets 


with the payroll daily instead of 


sonnel. Balancing time 
weekly has eliminated peak work 
loads. This system is also flexible 
enough so employees can handle 
other jobs without experience or 
special training.” 

Under the old system, jol 
tickets were balanced weekly. This 
always resulted in peak work 
loads during pay periods. Costs 
were grouped by departments in- 
stead of commodities. This method 
tended to give an over-all pictur 
instead of a detailed break-down. 
Also, all 


shared in a group bonus according 


employees formerly 
to departments, instead of indi- 
vidually, which tended to gener- 
alize costs instead of spotlighting 
strong or weak spots in each of 
the departments. 

Here’s the way this new system 
has stepped up office production 
at Wrisley in providing informa- 
tion for more accurate cost con- 
trol. Clerical work is evenly dis- 
tributed each day throughout the 
week. Payroll and cost calcula- 
tions are easily absorbed without 


peak loads. 


AMERICAN BUSINESS 
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Sequence of daily routine cleri- 
cal tasks were carefully charted 
to follow the straight-line produc- 
tion principle. First, McBee Key- 
sort time cards are Addresso- 
graphed with the employee’s name, 
clock number, social security num- 
her. When these cards are de- 
ivered to the cost department, em- 
lovee’s clock and department 
umber are prepunched for quick 
sorting and identification. Time- 
ards are then delivered to factory 
lepartment files where employees 
ill in a timeeard for each job. 
Cime clerks in the factory depart- 
nents complete the information on 
he timeecards and send them 
long to the payroll department 
ach day. 

Clerks in the payroll depart- 
ment use Burroughs’ duplex cal- 
‘culating machines to determine in- 
lividual bonus calculations. They 
post production and actual hours 
on the daily labor efficiency report, 
is well as figure standard hours 
ind percentage of efficiency. Pro- 
duction and actual hours are also 
posted on McBee cost summary 
cards, which are kept on file in the 
payroll department. By the middle 
of the afternoon an efficiency re- 
port covering the previous day’s 
work is run off on a “Ditto” ma- 
chine and distributed to depart- 
ment heads and key personnel. 
Employees, department heads, and 
supervisors are given a chance to 
see how well they are doing on a 
comparative basis. 

Timecards are then  gang- 
punched to show date and _ shift. 
Other information is machine 
punched into the cards. Once the 
information on the timecards has 
been extended and posted, on bi- 
weekly earnings record cards, they 
are sorted quickly with a needle 
sort, in several different ways, to 
produce information on costs and 
to double-check on the accuracy 
of all previous calculations. For 
example, the total on the biweekly 
cards and the timecards for each 
department should agree. 

Cards are then sorted by direct 
and indirect labor charges accord- 
ing to commodities produced. De- 


partments are charged with these 
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Same pay —but MILES APART IN 
FILING SPEED! 














HIDE-AND-SEEK 


with conventional filing folders 





INSTANT FINDING 
with Pendaflex hanging folders 
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@ Hide and seek is an expensive game—when played in your 


filing cabinets. 


Pendaflex hanging folders change it from hide and seek 


1? 


to “I spy! 


You see every Pendaflex folder tab the moment you pull 


open the drawer. 


You are enjoying 


the world’s fastest, easiest filing method, 


and it’s going to knock down filing department costs 20%. 


Oxford P 


ENDAFLEX’ 


HANGING FOLDERS 


“Trade Mark Reg. U. S. Pat. Off. 


@ Your Pendafléx dealer will install one trial 


drawer of Pendaflex hanging folders on a 








No new cabinets — simple 
frame fits in your letter or 
legal filing drawers, and fold- | 


ers hang on frame. | 


“guaranteed to perform” basis, or money 
back. Call him in today, or send the 
coupon below for full details. 


Oxford Filing and Supply Co., Inc. 
Box 341, Morgan Ave., Brooklyn 6, N.Y. 


Please send your catalog on Pendaflex filing, 
and name of nearest dealer. 


Company 





Address 





Individual 
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SAVE 
LABOK 


ON MANY JOBS 
IN FLOOR MAINTENANCE! 


STEEL 
WOOLING 


‘PRY CLEANING) 


P OLISHING 


BUFFING 


Deluxe Floor Maintenance 
Machines 





expenses by postings on depart- 
mental sheets. Totals on these de- 
partmental sheets are balanced 
with the totals on labor distribu- 
tion cards, which contain figures 
on both direct and indirect labor. 
These McBee distribution 


cards are used to prepare monthly 


labor 


operating statements for principal 
departments. They indicate how 
well a particular department is 
doing as compared with previous 
records and standards set for the 
department. These reports include 
direct and indirect labor expense, 
and will show percentage of budget 


realization. 


Each week employees clock 
cards are balanced with biweekly 
earnings records. Clerks figure 


overtime hours, and biweekly earn- 


ings record cards are totaled by 


departments and balanced with 


weekly totals on departmental 
sheets. At the end of 2 weeks a 
cost-cef-living bonus is figured and 
recorded on the biweekly earnings 
record. This cost-of-living bonus 
paid to all Wrisley employees is 
calculated on the basis of the 
Federal price index to a group of 


essential commodities. 


Biweekly cards are then de- 
livered to the accounting depart- 
ment for checking before the pay 
roll for approximately 1,200 em 
ployees is prepared on a National 
Cash Register payroll machine 
Employee's check, individual ear 
ings record, and payroll summar 
sheet are all written at the sam 
operation on this machine. Thes: 
are not carbon copies, but origina 
copies from ribbon. Regular ear 
ings, overtime, and deductions ar 
posted, and the net pay is auto 
matically printed on all thre 
records. 

Gross income and withholding 
tax to date are typed on check, o: 
the earnings record, and on th 
payroll summary sheet. Separat 
totals of the 
posted are accumulated for proo 


various amounts 


and control purposes as the post 
Peak 


caused by the necessity of recap 


ing is done. work loads 


ping monthly, quarterly, or an 
nual earnings are eliminated. As 
soon as the payroll is completed, 
and predetermined totals hav 
been checked, the biweekly earn 
ings record cards are returned to 
the payroll department for filing. 





Exhibit Four New 


OUR new types of office equip- 

ment, which will automatically 
store information, check records, 
calculate bills, and do accounting 
work that 
been partially mechanized, were 
introduced recently at the Life 
Office Association 
Conference in New York. 
Institute of 


previously has only 


Management 


Massachusetts 
Technology has developed a rapid 
computing machine. Information 
is fed into the machine on a tape. 
Desired computations are made at 
the rate of about 100 operations 
a second. 

The second machine, developed 
by International Business Ma- 
chines and Harvard University, is 
a key-to-tape device. Using this 


Office Machines 


device, information can be re- 
corded in a minimum of space and 
automatically found and read at 
high speed. By erasing and re- 
writing the same tape can be used 
over and over. 

A third machine, developed by 
Philadelphia’s Moore School of 
Electrical Engineering, is an elec 
tric typewriter which prints th 
information recorded on magnetic 
tape at the rate of ten characters 
a second. 

A fourth machine is known as a 
selector and was developed by Bel! 
Telephone Laboratories. This. ma 
chine selects desired information 
from magnetic tape and records it 
on another tape at the rate of 
5,000 decimal digits a second. 


AMERICAN BUSINESS 
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To the business executive harassed by Christmas shopping problems, here are a few 
sound suggestions, hopefully offered with the idea of making the job a bit easier. 
There are also some warnings about common mistakes and pitfalls. Check this 
report carefully before you wade into the problem of selecting gifts for customers 





ERE is, we think, the best ad- 
vice to the person or company 
considering the matter of a gift 
for customers, prospects, friends, 
and associates. 
Policy counselleth a gift, 
given wisely and m season; 
And policy afterwards 
approveth it, 
for great is the influence 
of gifts. 
—T upper 








SWEET, JUICY, TREE-RIPENED 


CITRUS FRUIT 


IN ITS NATURAL COLOR 
FROM MY GROVES, 
DIRECT BY EXPRESS 

More Vitamin More Juice—Rich Flavor 


ACHOICE GIFT_IDEAL For The HOME 


Delivery in good condition guaranteed 
Normal shipping season: Nov. 15 to May 15. 
1 do not ship until fruit is actually ripened 

on the trees. 


Senetnad =e 








ORANGES $5.75 $3.75 
GRAPEFRUIT $5.50 $3.50 
MIXED $5.50 $3.50 
TANGERINES $5.85 $3.85 
SPECIAL GIFT $6.25 $4.25 


Choice assortment various fruit. Each 
plece wrapped separately. Fancy pack. 
Greeting card. 

DE LUXE PACK 
Box citrus Candy. Jar Marmalade. Jar 
Jelly. Kumquats. Choice assortment fruit, 
fancy pack. Greeting card. 

CITRUS CANDY, Fiorida’s finest. 1 pound 

box $2.25, > pound box $1.25. 

FRUIT CLUB... Season’s supply. Choice of 

packs. 11 baskets (1 every 2 weeks or every 

week if preferred) Regular prices less 10%. 


$8.25 $5.75 


All prices include prepaid express. For deliveries 
in Wis., Minn., N. or S. Dak., Neb., or Kans., add 
10% to prices shown. For Mont., Colo., Wyo., or 
N. Mex., add 15%. For Wash., Ore., Nev., or Utah, 
add 20%. No deliveries in Cal., Ariz., or Restricted 
area of Texas. Canadian prices on request. 


"YOUR INTEREST IS MY CONCERN" 
ORDER TODAY 
Delivery in good condition guaranteed 
Check or money order—No C.O.D.'s 
No stamps 
COL. SAM HOWARD 


LAKE HAMILTON FLORIDA 
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It would be difficult to put more 
good advice about gift giving in 
so few words. “Given wisely and in 
Well, 


has it that Christmas is the season 


season.” American custom 
of gifts, and this custom, if the 
gifts are chosen wisely, is a real 
opportunity for any person or 
business which wishes to please 
friends, and improve. its public 
relations. 


The customer who opens, each 





month, an envelope containing 


only a bill or an invoice is 
pleasantly surprised and not a 
little thrilled to open at least one 
package a year which contains 
something besides a dun. If the 
gift be well selected, or “given 
wisely” as the poet counsels, it will 
be all the more pleasing to the 
customer. 


And 


wisely chosen gift? There may be 


what, we may ask, is a 





Takes Leas. Room 
Than a Briefcase / 
. ps — 








E | 
QUALITY MOTOR ROBES 


IN ZIPPERED, WATER- 
PROOF SUEDENE ROBE 
WALLET, WITH HANDLE. 
Large size: 52 by 72. All 
wool—20% new; 80% reused. 
Red or green plaids. Fringed. 


This is IT for Football! Win- 
ter Sports! Camping! Boat- 
ing! For young or old! Take 
COMFORT and PROTEC- 
TION along with you! 

in Uncommon Gift for Some 


Uncommon Person On Some 
Uncommon Occasion. 


Special discounts for quantity 
orders. Xmas gifts to cus- " 


tomers, employees, etc. 


COMPLETE 


nh bow $ TRAVEL 
coops 











? SIFTS 











Delicious as the ‘Honey 
Tones” of a Smooth 
Southern Accent 





Delicious 


SHELLED PECANS 
The answer to “What To Give” 


For Christmas giving, if you 
desire something that is distinc- 
tive and acceptable to customers, 
associates, employees and 
friends, here is the answer to 
your problem. 

Golden brown and delicious, 
they are carefully selected from 
the finest nuts grown. 

3 lbs.—$5.00; 5 Ibs.—$7.95; 
10 lbs.—$15.00. 

Shipped prepaid in U. S. A. 


Sternberg Pecan Company 


Dept. A. B. Box 193 
JACKSON MISSISSIPPI 
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FRUIT GIFTS| 


DIRECT FROM CALIFORNIA 













> SERVING 


TRAY 
3 Ibs. Net... .$4.75 
No. BASKET 
i 2 VRay 
3 Ibs. Net... $4.95 
FRUIT GIFTS No. MISSION 
ship a —— —_ 3 CHEST 
ject rect to your . enc 
ce Giant stuffed figs. thin dines | 8 Oe Met... $9.85 
ba fis new cop dates andied teres No, TREASURE 
ni cious trust and nut confections. 
Beautifully ae in handsome baskets: .& gag 


and Redwood boxes. 
EXPRESS PREPAID IN U.S. 


NECTAR FRUIT CAKE 
The most delcous frat cake you 
ever tasted —100% frusts ond nuts. 
{it comtams ne flow 20 shortening. 
no eggs. no baking powder Packed 
in besutitul Redwood boxe: 








EXPRESS PREPAID IN US. 


1 Ib. Size... $1.50 
2: Ib. Size.. $3.25 








FREE CATALOG 
Grandied Detes, Walnut Baskets, Candied 
Fruits, lovely packages. Satisfaction or 
money back Reference Dun and Bradstreet 











CANOGA FARM, R.F.D. 3 + ENCINO, CALIF. 











Here’s a More Thoughtful 


¢ 


fis song CUSTOMERS 


FRIENDS and KEY EMPLOYEES 







A personal gift for 
men and women 
that carries the { 
the thought of friendship for many years. 
Different from the conventional Christmas 
present. Carefully styled for greater wearing 
comfort. Hand-sewn from soft, genuine Colo- 
rado deerskin specially tanned by Jonas Bros. 
own craftsmen. Packed in individual holiday 
gift boxes. Only a limited number af these fine 
gloves can be made each year. Avoid disapoint- 
ment -send your order now. Men's sizes 8 to 10. 
Ladies, 6 to 714. Specify size. In dozen lots, per 
pair, $6.50 postpaid. 


JONAS BROS. deiver, cocraae 


Master Taxidermists 
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several descriptions of such a gift, 
but it seems to us that appropri- 
ateness is the biggest, most im- 
portant, and most desirable qual- 
ity to look for in selecting gifts. 
The gift should be in keeping with 
the circumstances which caused it 
to be given. It should not be too 
ostentatious, expensive, or elabo- 
rate. It 
slightest hint that the giver has 


should not carry the 
extended himself too much in the 
purchase of it, for should this 
happen the recipient of the gift 
will suffer more pain than any 
pleasure. 

Lavater says, “A gift—its kind, 
its value and appearance; the 
silence or the pomp that attends 
it; the style in which it reaches 
you—may decide the dignity or 
vulgarity of the giver.” 

Another factor which makes a 
gift more prized is a quality of 
novelty, or surprise, or unusual- 
ness. The man who calls the florist 
shop and orders flowers proves 
that he is unwilling to take any 
special pains in selecting a gift. 
No matter how well the flowers 
may be enjoyed, the fact remains 


that it was an easy gift to select. | 


But the 
whose gift indicates, by its very 


person or 


refreshing difference, that much 
thought has gone into its selection, 
preparation, and dispatch proves 
that the giver enjoyed the giving 
as much as the recipient may en- 
joy it. 
Something different, exotic, 
novel, out of the ordinary—some- 


thing that is not for sale at every 





corner store—such items possess 
the quality to make a gift stand 
out among all others. 

Modern purveyors of gifts have 
searched the corners of the earth 
for unusual items for gifts—items 
that reflect good taste, appropri- 
ateness, usefulness, and value. 

With the custom of giving some- 
thing to customers for Christmas 
more widespread than ever before, 
the wider selection of gifts that 
are now available makes it possible 
for any company to find just 
what it deems the most suitable 
item for any type of customer. 


company | 





FLORIDA ORANGES | 
GRAPEFRUIT AND TANGERINES 


Rr! R 

Jue -/ y, sweet 
44 

MA ~ 7 7) 


Finer, select quality fruit, not 
found in grocery stores. Picked 
dewey fresh, fully tree ripened, 
hand packed. Expressed direct 
with your gift card. 


Order Now for Christmas! 


Express Prepaid 


UALITY SELECTS (as shown) 
enerously packed 55 Ib. Bushel $6.00 
Half Bushel—27 Ibs.—$3.25 
DE LUXE GIFT PACK choice fruit, 4 
assorted pound marmalades, nd fruit 
cake, pound fancy pecans—fu 
80 Ib. Bushel .00 
Half Bushel—30 Ibs.—$5.50 
DE LUXE SPECIAL GIFT PACK, 
raoenw —. 6 assorted ——~ eeeny 3 
oun ancy pecans, un 
ruit cake—full 65 Ib. Bushel $16.00 
Half Bushel—30 Ibs.—$8.00 
Write for free, color illustrated folder. 
Prices quoted are shipments East of 
Mississippi River—slightly higher West. 


Bonded Packers and Shippers 


HADLOCK FRUIT CO. 
BOX 8-B MOUNT DORA, FLORIDA 


Che(Christmas Gift 




































Here’s something different! Color- 
ful, hand-woven, half-bushel basket 
from down in Old Mexico. Filled 
with Texas Red Grapefruit and 
sweet oranges. Presents plenty eye 
and taste appeal. $4 each. Also 
pelle decorated, domestic bushel basket, 






ot 
() Wi mixed truit $4.25. Prices F.O.B. 
4 () - Harlingen, Texas. Fruit takes low 
<> commodity express rate. Business 
i. executives—send us your gift list; 


we'll ship prepaid and bill later. 


925 SEVENTH, HARLINGEN, TEXAS 





DARTNELL REPORT NO. 531 


JOB EVALUATION METHODS AND 
PROCEDURES 


Steps necessary as a preliminary to setting 
up a job-evaluation procedure in a company 


—Job-rating specifications, forms, and proce- 
dures with data on preparing job descriptions 


—Methods for selling job evaluation to em- 
ployees and supervisors and getting union 
cooperation 


—Special features of this Report are reproduc- 
tions of numerous forms and rating scales 
used in job evaluation 


100 Pages. Price $7.50 
THE DARTNELL CORPORATION 


4660 Ravenswood Avenue, Chicago 40, Illinois 


AMERICAN 








THAT REALLY ‘BEARS FRUIT’ 
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THE GIFT OF THE MONTH 


For Christmas and Every Month of the Year 


This Christmas give your friends and customers 
something they'll really remember and appreciate 
with their own name or monogram 


25 | (a bed 


BOOK MATCHES EVERY MONTH 


Friends remember you all through the year as your 
gift arrives each month in a different color combi- 
nation. Covers are laminated. 

We'll be glad to insert your personal or business 
ecard with your gift. Just send us your Christmas 
Gift list, your friends willreceive a year ‘round gift. 


$12.00 for 12 months, postpaid 


FRANWAL CO. 


Dept. F RED BANK, N. J. 











NEW ORLEANS FOOD 
SHIPPED Direct to You! 


BUSINESS MEN—EXECUTIVES—Let us solve 
your Christmas Gift Problem. Send us your gift 
list—enclose gift cards if desired. We'll ship our 
famous New Orleans Delicacies direct. 






Famous Ready-To-Serve Specialties 
SPECIAL INTRODUCTORY SELECTION 
(One doz. 10 oz. tins) Includes: 
: Grovte Gumbo * 
3 oe me $4.80 
3 Oyster Soup ) 
SPECIAL GOURMET’S SELECTION 
(One doz. 10 oz. tins) Includes: 
3 Bisque of Shri * 
3 Crawfish Sleaue’ { $5.55 
3 Bouillabaisse } 
*Selections above are shipped to you in Conti- 
nental U. S. prepaid in cartons containing 12 ten 
oz. tins. 
Special Discounts on Quantity Purchases 
NEW ORLEANS DELICACY CO., INC. 
Dept. 12 


840 Unien St. New Orleans 12, U. S. A. 
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There is considerable difference 
in the methods used by different 
companies in the distribution of 
Christmas gifts. Some companies 
have one man compile the lists of 
all who are to receive gifts. 

In other offices a memorandum 
is sent to all executives, depart- 
ment heads, and others asking that 
names be submitted for Christmas 
gift lists. No matter which plan is 
used it should be remembered that 
there are often many people, other 
than customers, who may be worth 
putting on the Christmas list. 

An unusually obliging girl in a 
railroad reservation office; a rail- 
road freight man who does the 
company many favors ; an employ- 
ment agent who sends you the bet- 
ter tvpe of applicants; a school 
teacher who recommends your 
company to graduating students 
—or perhaps any number of other 
people who go out of their way to 
serve you. Remember: The pur- 
chasing agents have not entirely 
stopped giving presents to sales- 


men in some lines. 





LIKE GOOD CHEESE? 





Here’s an exciting gift—7 pounds of Wisconsin 
Guild Cheese on a Lazy Susan Tray. A fine gift 
for your own home, friends or employees. Guild 
Cheeses are made by expert cheese men and aged 
to give the mellow, tangy flavors folks like. Man 
size pieces of Brick, 
Cheddar, Swiss, Edam, 
Wayne and May-bud are 
individually wrapped. 


The Lazy Susan is hand 
rubbed, to a satin finish 
to show natural wood 
grain; has a retail value 
of $10.50. It has many 
uses—18” diameter on rotating base, with center 
cheese cutting board. 





Tray and 7 pounds of cheese sent post- $17 00 
paid in time for Christmas * 
Add 25c¢ west of Denver 


Write for circular of other Guild Cheese 
assortments 


Te Wisconsin’ Ae Whos Guild 


1523 W. Forest Home Ave., Milwaukee 14, Wis. 
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FINEST 
FLORIDA 
FRUITS 





There’s no nicer way to re- 
member folks at holiday time 
than by giving COBBS tree- 
ripe fruits and delicacies from aS 
sun-drenched Florida. Gift ~~") 
No. 11 is a Mexican hamper & 
containing approx. 45 lbs. of 
oranges, grapefruit, tanger- 
kumquats, limes and 
pineapple—holi- 


Pr 


ines, 
sugar loaf 
day dressed and boxed for 
safe delivery. Price, $11.00. 
Satisfaction guaranteed. Gift 
No. 35, same as No. 11 ex- 
cept half the size and weight. 
Price, $6.50. 


a . “ o 
Gift No. 7, approx. 54 lbs. 

of mixed citrus fruits, sugar § 
loaf pineapple, 1 lb. jar of 
brandied tropical fruits, jug ae 
of orange blossom honey, 1 Ky 
lb. jar each of citrus marma- oo 
lade, fruit conserve, and box 

of chocolate coconut patties. 
Price, $15.00. “Store fruit” 
never tasted like this! Gift 0 
No. 4, approx. 54 lbs. of 
mixed citrus fruit and sugar 

loaf pineapple—all for $8.00. 

We pay express charges. Or- 

ders must be accompanied by A 
check or money order. Send - 
for free brochure-price list 
showing other COBBS gift 
packages in natural color. We 
are America’s largest Pack- 
ers, Shippers, and Manufac- 
turers of tropical gift fruits g 
and delicacies. 





\ 


Je 





°, 
ey We do not ship cold storage fruit! 


Z Order Now for CHRISTMAS! @ 


“catenin acters ain, 


. 
§ COBBS, Box C-43 . 
7 . ' 
' Little River, Florida ' 
‘ . t 
1 Enclosed is my check or money order 4 
7 for $ for gift packages to be ; 
a shipped to names on attached list. For 4 
; Canadian shipments add 10 per cent. 6 
. ‘ 1, 
: Please send me your beautifully il- 4 
P lustrated brochure-price list. 1 
1 ' 
| My Nam« H 
' 
© St. & No . 
1 St. & No. ' 
‘ , 
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200 pages of business data 


—Appointment secretary ruled 
for half-hourly engagements 


—List of recommended hotels in 
leading cities, also overseas 


—tInternational air-travel guide, 
flying time to world cities 


—Railroad and air fares, also 
Pullman rates between cities 


—Hunting, fishing seasons with 
open dates, licenses, etc. 


—Chart showing range of stock 
market quotations—1947 


—Directory of meeting rooms 
in hotels all over U. S. 


—Comparative graph sheets for 
sales and production records 


—Sections to keep track of golf 
scores, investments, expenses 


—Road mileage between principal 
cities in U. S. and Canada 


—Perpetual calendar, Management 
ratios, Discount tables 


—200 pages for personal records, 






-eraonal Kecord Pook foe Execiitiven 





Known as the executive’s ‘‘Man Friday,"’ this superbly produced personal desk book combines 
the functions of an appointment secretary, diary, private financial and investment record, plus 
200 pages of unusual, hard-to-get information which a businessman will find handy. Published 
each year just before Christmas. There is no other desk book like it in the world. Lucky indeed 
is the man who owns one! 


At the office, at home, or on a trip it will be his constant companion. Whether he wants to 
record an appointment, details of a conversation with a customer, keep track of his expenses, 
find the best hotel in a certain city, or the cost of air travel from New York to Paris... it's 
all in his Personal Record Book. If he goes hunting or fishing it will give him open seasons in 
every state. If he’s a golf enthusiast there’s a place to keep track of his season scores. Here 
surely is the perfect gift for a discriminating businessman. 


Each Personal Record Book is bound by hand by an expert book craftsman using selected 
skins of fine leather. The book measures 5 by 8 inches, totals 432 pages on especially fine 
paper. An unusual, exclusive, and dignified Christmas remembrance, it is something your 
company can be proud to give. 


%& Price in Sheepskin—$5.00 each. Price in Morocco Leather— 
$7.50 each. Add SO cents a book for gift box, postage and 
packing. Imprinting names in gold, 30 cents per book extra. 
Special prices for quantity orders over one dozen. Order one 
for yourself today and see why this is the most sought after 
desk book for businessmen. 





r ae meet eet Se Se SE eee SE SET ee Eee eee ee ee ee ee ee ee ee ee ee =| 
. THE DARTNELL CORPORATION | 
i 4660 Ravenswood Avenue 1 
I Chicago 40, Illinois ; ‘ ——- 
Send, as soon as ready, a 1948 PERSONAL Recorp Book in the binding checked: j 
I © Sheepskin, $5.00 (J Morocco, $7.50. Add 50 cents a book for gift box, postage and i 
i packing. Imprint name below in gold at 30 cents extra. 
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In the highly competitive race to capture expanding postwar markets, many compa- 
nies are finding that their office methods are not keeping pace with growing sales 
and production. Suggestion systems, wage incentive plans, and scientific produc- 
tion methods that have worked miracles in increasing plant efficiency would pay 
equally handsome dividends if used to help solve the problems of office production 








3,500 Letters Multi. (YOUR copies of the OFFICE FURN....) $ 12.50 
SigmMture. ccccccccccces $0 0-0006000.0:000:60060000.00000 3.50 
LOCters LILLEHIN. cccccccccosevcvcsevesesovceceses 43.75 
Fold, enclose, seal, stamp & delv. to P.0......... 36.00 
Signature cut made (John J, Reinecke)..........00. 3.00 
$98.75 

Received check for postage $210.00 

3450 Postage used........e0- —— 
ROLUME. ccccccvccoseseseoes ° 3.00 3.00 

$ 95.75 


Outmoded statements like the one shown here waste time in preparing, un- 
necessarily delay billing, and mean added expense. Note useless typing strokes 


1. Simplified Billing 
Can Help Cut Costs 


THE statement illustrated above might 
well be one that was made up just to 
show some of the wasteful time-consum- 
ing practices used in billing, an example 
of how not to prepare statements. 

But this isn’t an imaginary example. 
It is a copy of a statement mailed re- 
cently by a midwestern letter service 
company. Notice that in this statement 
there are 133 dots and 12 underscoring 
dash lines, which make a total of 145 
unnecessary typewriter strokes that were 
used in preparing this bill. This may 
seem trivial, but time and motion studies 
and work simplification programs have 
shown repeatedly that the time required 
in this needless typing, when multiplied 
by all of the statements a company sends 
out during a year or even 1 month, 
could amount to a substantial saving. 

For example, estimates on the cost of 
writing letters vary from 75 cents to 
$1.25 per letter. The cost of preparing a 
statement of the type illustrated above 
would probably approximate these costs. 
When billing methods fail to keep pace 
with sales and production, they delay the 
work in all departments and needlessly 
add an amount to office overhead that is 
often underestimated. 

In addition, statements of the type 
shown here give the impression that other 
operations within the company are 
probably as inefficient as the billing, and 
this added expense is being passed on to 
the customer in the prices paid for their 
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services. With only a slight revision the 
same statement illustrated above could 
be prepared with 151 less strokes. 


2. Courtesy Tickets Are 
Good-Will Boosters 


SOMETHING new in civic publicity—a 
“courtesy ticket” issued to out-of-town 
motorists by the police department—is 
being tried out currently in good-will- 
minded Columbus, Mississippi. Printed in 
the guise of regulation “invitations” to 
appear before traffic magistrates, the 
ticket extends to the recipient a hearty 
welcome to Columbus, invites him to 
“park your car as long as you please 
(never mind the time limit)” and ex- 
presses the hope that the wayfarer will 
return often. The motorist is also invited 
to telephone the city hall for any in- 
formation he may desire. 

The ticket sounds only one warning: 
“Please don’t park near a safety zone or 
fireplug.”—Stuart Covington. 


3. 13 Ways to Step Up 
Office Production 


ACCORDING to Henry A. McCashin, 
systems department, R. H. Macy & Com- 
pany, Inc., New York City, there are 13 
causes of high costs and reduced pro- 
ductivity of office employees. 

Mr. McCashin lists the thirteen basic 
causes of reduced output of office work 
as: (1) Presence of substandard workers, 
due to labor shortages and relaxation in 


hiring standards; (2) substandard super- 
visors; (3) tendencies of supervisors to 
“let down”; (4) relative drop in efficiency 
of the average worker; (5) failure to set 
and use production standards for cleri- 
cal workers; (6) production standards 
allowed to lapse after being set; (7) 
lack of individual wage incentive plans; 
(8) unbalanced working forces with a 
depleted intermediate age group among 
employees; (9) relaxation of ordinary 
business discipline; (10) relaxation of 
quality control; (11) use of fatigued 
night workers and part-time employees; 
(12) pampering employees to ward off 
impending union contracts; and (13) 
inadequate working conditions. 


4. Checks Written by 
Electronic Process 


THE Bankers Trust Company, New 
York City, has adopted “mark sensing,” 
the electronic process by which tiny 
pencil marks are translated into punched 
holes in a card check to issue its regular 
quarterly dividend checks. 

The bank’s quarterly dividend of 45 
cents a share was paid on the first of last 
month to holders of record on September 
10. This was the first time the bank has 
paid its dividend on a card check. In a 
letter accompanying the check, S. Sloan 
Colt, president, says, “This method of 
check issuance represents a further ex- 
tension of modern methods to another of 
the bank’s operations.” 

International Business Machines Cor- 
poration and the Recordak Corporation 
cooperated in the development of this 
new process. 


5. Number of Postings 
Cut 50 Per Cent 


THE George S. Mepham Corporation, 
East St. Louis, Illinois, manufacturer of 
paint pigments and construction sup- 
plies, has to control about 4,000 inven- 
tory items including machine parts. 

By changing from its old vertical rec- 
ord system to Remington Rand Kardex, 
the company now has an active and 
sensitive control over both slow-moving 
construction supply items and rapidly 
consumed maintenance supplies. About 
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A SELL-OUT! 


38,000 sq. ft. of Exhibit Space 
Completely Sold Out 


The NINTH Annual 


Office Management Association 
of Chicago 


OFFICE EQUIPMENT DISPLAY 


The Stevens Hotel...Exhibition Hall 
February 2, 3, 4,1948 


held in conjunction with the 


Office Management Association / ANNUAL 
of Chicago ; 
Northwestern University \ SEMINAR 





w PATENT STAMP INKER 
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| -& N SAVES TIME WORK AND MONEY 






Makes all stamp pads ob- 

solete. No re-inking - 

no smear - lasts years. 

Ty trial in your office or 
; $2.50 post paid in U.S.A. 

NOTHING EVER Satisfaction Guaranteed. 


HUDSON SPECIALTY CO. 
ans — 934 G_ LAKESIDE CHICAGO 40 
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REDUCE YOUR PRINTING BILLS! 
Produce smart advertising quickly and 
easily with LETTERGRAPH. Compact, 
portable Post Card Printer duplicates 
hand-writing, typing and drawings. 
Countless uses in business, school, church, 
} club, etc. With necessary supplies and 
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YOU'LL LIKE IT—IT HELPS YOU 





- 4 carrying case $10.50 Please Mention 

rite for catalog and name of nearest Dealer ° . 

Hi | “American Business” 
g 





| When Writing to Advertisers 














90 per cent of the 4,000 items are active. 

Inventory is controlled through visual 
inspection of a signal on a visible margin 
which indicates maximum, normal, or 
minimum stock of each item. The visible 
margin indexes parts and supply items 
by number, and description and shows 
bin location. Body of the card provides 
spaces for recording date, identity of 
recipient, purpose of issuance, charge 
number, cost, quantity issued, and 
balance on hand. 

In addition to getting better control 
through signaling, and improved clarity 
and accuracy of inventory records, there 
is a saving of approximately half the 
posting and reference time formerly re- 
quired to operate vertical records. 


6. Order-Invoice System 
Eliminates Rewriting 


TO coordinate its order-invoice system 
with its statistical analysis reports, the 
Minneapolis Knitting Works, Minnea- 
polis, Minnesota, combines McBee Key- 
sort cards and a Standard Systems 
duplicator. 

All copies of orders, invoices, back 
orders, credit memos, cancellation orders, 
and Keysort cards are reproduced from 
a single master. This system provides a 
semiautomatic method of stock control 
and complete daily records for the pur- 
chasing department, as well as_ sales 
analysis reports. 


7. Suppliers Given Tips 
By Tobacco Company 


The American Dollar at Work is the 
title of a colorfully illustrated booklet 
published in the interests of its 3,000 
suppliers by the purchasing department 
of The American Tobacco Company. 

Critical shortages during the war and 
since have emphasized the need for closer 
cooperation in the often strained rela- 
tions between manufacturers and _ their 
suppliers. 

During the past year American To- 
bacco placed 17,398 purchase orders with 
its suppliers, totaling more than $40,000,- 
000. This figure does not include pur- 
chases of leaf tobacco. During the war 
779 new suppliers received American 
Tobacco purchase orders. 

Purpose of this booklet is to show that 
the relation between supplier and manu- 
facturer is a two-way street and that 
both stand to gain through closer co- 
operation. The booklet points out what 
the company is doing to help its suppliers 
and mutual duties. 

For example, members of the American 
Tobacco purchasing department traveled 
more than 62,000 miles outside the 
metropolitan area expediting deliveries 
and checking the quality of supplies last 
year. Oftentimes members of the com- 
pany’s research department traveled 
with members of the purchasing depart- 
ment to lend their skills wherever needed. 

Many of the purchase orders last year 
were issued for small, but important 
things, the booklet states. These small 
orders totaled $4,000,000. 
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Fully automatic improvements or completely new machines in the office equipment 
field in many cases were held up during the past 5 years because of critical materials 
and retooling. Today new models and improvements of old models are being an- 
nounced. Follow these developments regularly and address inquiries to ‘‘American 
Business’’ for further information about new office equipment pictured here 











and the “quick-change” master guide as- 
sures fast, economical production. 


Burroughs Shows New 
Office Chairs 


BURROUGHS Adding Machine Com- 
pany exhibited its new office chairs at the 
Show, which have been engineered to fit 
practically every figure. The five manual 
adjustments which assure maximum 
comfort, proper posture, are: Height of 
seats; backrest cushions, vertically and 
horizontally; angle of backrest; tension 
of backrest spring. Seat ventilation and 
use of foam-rubber on both seat and 
backrest are provided for comfort. 


IBM’s Machine Speeds 
Work on Punched Cards 


AMONG four new products Interna- 
tional Business Machines Corporation in verifying data punched into IBM 





Wheeldex Exhibits Files 





In Six Colors 


ONE OF six, new, streamlined cabinet 
files, each in a different color, exhibited 
by Wheeldex Manufacturing Company at 
the National Business Show, is shown 
here. It has a Masonite drop-leaf attach- 
ment to be used as a work surface. In 
addition, Wheeldex showed four new 
portables (bringing the total to eight) 
holding from 1,000 to 4,000 cards. 


Rex-O-graph Announces 
New Fluid Duplicator 


A NEW motor-driven, completely auto- 
matic, fluid-type duplicator was an- 
nounced by Rex-O-graph, Inc. Automatic 
paper centering, feeding, counting, mas- 
ter copy ejection, stacking, 100. per cent 
roller moistening are among the features; 
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exhibited was the IBM Electric Punched 
Hole Verifier, below. It provides greater 
speed, flexibility, and ease of operation 


cards. The movable keyboard adjusts to 
a position most convenient for the 
operator. 
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NO MORE CARBON- SOILED 
HANDS OR LETTERS! 


HAVE YOU TRIED THE 


MODERN WAY 


TO MAKE CARBON COPIES OF 
YOUR TYPEWRITTEN 
CORRESPONDENCE WITH 


WALEED 


PATE penoime® 








Everyone’s talking about these mar- 
velous new carbon-interleaved second 
sheets. Simply insert a WATTSPEED 
COPYSET with your letterhead-type 
and snap out! Make one, two or three 
copies at once without ever handling 
carbons or collating second sheets! 
Saves 20% to 40% in time. makes 
cleaner copies! 

STENOGRAPHERS AND EXECUTIVES 

ARE INVITED TO WRITE TODAY FOR 

FREE SAMPLE WATTSPEED COPYSET 

AND PRICE LIST. 


AteF’PRE D Attewn 


WATTS 


COMPANY, I§ N Ce 
MAKERS OF BETTER 
BUSINESS FORMS SINCE 1897 
742 WASHINGTON AVENUE, BELLEVILLE 9, W. J. 


PLANTS: NEW YORK AND BELLEVILLE, N. J. 


ALFRED ALLEN WATTS CO., INC. 
742 Washington Avenue 
Belleville 9, N. J. 


We'd like to try your Wattspeed Copy- 
sets. Please send us FREE samples at once! 


NAME 
































Indiana Flow Desk Has 
Diagonal Skid Base 


THREE STYLES of the Indiana Desk 
Company’s new Flow desk are shown 
here—the walnut illustrated at top, and 
the new Softone finish (lower illustra- 
tions), endorsed by Faber Birren, color 
stylist, which is easy on the eyes and 
harmonizes with other office colors. Made 
in the modern 29-inch height, the Flow 
desk has a new diagonal skid base which 
affords more foot freedom; all-rounded 
edges; set-back base; new-style drawer 
pulls; and a desk lock in the upper 
right-hand drawer. 


Decal Monograms Applied 
To Any Surface 


A NEW line of Decal Transfer Mono- 
grams was announced by Hall Industries, 
Inc. Monograms are applied simply by 
dipping the 


square containing the 


TRANSFER MONOGRAMS 
QUE Eee, 
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character in water and sliding it off onto 
the desired surface—wood, glass, metal, 
cardboard, paper, or leather. They are 
available in Old English, block, or 
luminous, inch and half-inch size letters. 
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Kum-Kleens to Correct 
Errors on Ditto Masters 


CORRECTING errors in typing litho- 
coated and carbon masters for the 
“Ditto” can be done with litho-coated 
Kum-Kleen labels, according to the 
manufacturer, Avery Adhesive Label 
Corporation. The label is affixed with 
fingertip pressure over the error, and 
the correction typed; the Kum-Kleens 
will remain indefinitely and are un- 
affected by moisture. 
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The VERSATILE 


REX-O-92aph 
Fluid Type Duplicator 


| CAN PAY 
| FOR ITSELF 


There are many ways in which 
loa REX-O-graph can speed up 
your office routine, save time, 
| labor and money. It’s the fastest 
duplicator, the easiest to oper- 
ate, and the most aecurate. 
Ready instantly to make quick 
copies of letters, bulletins, an- 
nouncements, price lists, parts 
lists, instruction sheets, graphs, 
charts, schedules, production 
orders — from the simplest one 
color copies to multi-color and 
multi-columned accounting and 
systems forms and records. 





Ask your local REX-O-graph 
dealer to show you the model 
exactly suited to your duplicat- 
ing needs—and show you the 
many exclusive features on this 
model that assure better, faster 
work at lower cost, and long 
years of trouble-free duplicat- 
ing service. 





REX-O-graph Model FM with “Quick- 
Change Master Guide” designed for high 


speed producti pecially where many 





Masters are used. Other models available 
for handling sheets up to 14” x 17”. 


Prices $82.00 to $625.00. 





REX -0-yraph, Inc. 


37141 North Palmer Street 
MILWAUKEE 12, WISCONSIN 


FLUID DUPLICATORS AND SUPPLIES 
FOR SUPERIOR RESULTS 
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Davidson Announces New 
Office Folder 


FOLDING monthly statements, bulle- 
tins, price lists, advertising literature, 
and other material can be done by one 
person in a fraction of the time usually 
required for this work, with the new 
Davidson Model 120 Parallel Folding 
machine. It is simple to operate, easy to 
adjust for various sheet sizes, efficient; 
any office employee can quickly learn to 
operate it. Equipped with an automatic 
continuous load feeder, the operator can 
replenish the load of sheets without in- 
terrupting operation. Folded sheets are 
delivered in an orderly stack. Available 
either with floor stand or as a table 
model from Davidson Manufacturing 
Corporation. 


Protectograph Features 


| Safety and Control 


PROTECTOGRAPH check signers, 
made by The Todd Company, feature 
safety and control which are impossible 
to equal in hand-signing methods. Keys 
for the two locks are held by separate 
executives, providing the equivalent of a 
counter-signature. Checks are recorded 
by the meter at top of machine. In addi- 
tion to the hand-operated machine shown 
here, a companion electrically operated 
model is also available. 

















One lone girl, face to face with a 
flock of letters that have to be opened, 
stacked, sorted and routed in a hurry 
.-.and only an old fashioned hand 
letter opener to help her! Wasteful as 
writing business letters in long hand! 

Better get her a Pitney-Bowes 
MailOpener and have the job done 
in a fraction of the time. The electric 
MailOpener opens a whole morning's 
mail in less than a minute...gives girls 
more time for other work... gets 
letters to the right people on time. 

Safe as it is speedy, the MailOpener 
accommodates envelopes of various 
sizes and thicknesses, without cutting 
contents. Streamlined in looks as it is 
in action, the MailOpener is a helpful 
new business machine. 

Put your letter-opening onan 
“express” basis with this new 
MailOpener. Phone our nearest 


i office ...or write for illustrated 


folder to Pitney-Bowes, Inc., 
2119 Pacific St., Stamford, Conn. 


PITNEY-BOWES 
MAILQPENER 


Built and serviced by world’s largest 
makers of mailing machines. Branches 
in 63 cities in the U.S. and Canada. 
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‘‘The front line of America’s future is industrial relations. Unless we concede that 
labor and management can find the democratic pathway to collaboration and co- 
partnership, the system of capitalism as we know it is washed up in the one great 
area of the world where people still have faith in a free economic society.’’ Richard 
P. Doherty, employee relations director of the National Association of Broadcasters 








A few of the several thousand visitors that passed through 
the gates on tour of Acme Steel Company’s Riverdale plant 


Visitors See How Steel Is Made and 
Marketed at Acme Open House 


At a recent open house, ap- 
proximately 24,000 visitors took 
a 2-mile tour 
Riverdale, Illinois, 
Acme Steel Company. 

During the 2-hour visit, 
guests saw steel hot rolled, cold 
rolled, coiled, and cut to length, 
galvanized in an electro-galva- 
nizing plant, and fabricated 
into many steel products. 

In addition to the manufac- 
turing operations, a quarter- 
mile of 104 customer exhibits 
showing products and parts 
manufactured from strip steel 
were seen. This extensive dis- 
play of customer items ranged 
from steel tubing to electrical 
appliances. Purpose of the dis- 
play was to point out to Acme’s 
3,950 employees, their families 


plant of 


38 


through the. 


and friends what happens to 
steel after it leaves the plant. 

Stockholders, customers, in- 
dustrial neighbors, high-school 
students, suppliers, governmen- 
tal and civic representatives, 
local business and _ fraternal 
organizations were also among 
the visitors. 

Acme pensioners turned out 
in a group to renew old times 
and acquaintances. More than 
4,000 high-school] students from 
neighboring communities who 
had been studying about the 
manufacturing of steel watched 
the real thing. Many industrial 
plants throughout the Midwest 
sent employees and executives. 
The company gave each guest 
a souvenir issue of the em- 
ployee newspaper. 


McKesson & Robbins Booklet Shows How 
Employees Are Taught Merchandising 


Merchandising as a Career 
from Trainee to McKesson 
Merchandiser, is the title of an 
illustrated booklet recently is- 
sued by McKesson & Robbins, 
Inc., wholesale druggist. 

The booklet contains _re- 
prints of a series of institu- 
tional advertisements published 
during the past year in 22 
local and regional pharmaceu- 
tical publications, to emphasize 
the company’s policy of service 
to retail druggists by thorough 
training of the men whose 
business it is to contact them. 

The series shows a _ typical 
trainee undergoing training in 
twelve different departments, 
including experience in a retail 
drug store. These include: 
Selection of applicants; in- 
doctrination; related study ma- 
terial; training in the ware- 
house and in the office in such 
departments as order control, 
pricing, adjustment, buying 
and credit, as well as inside 
and outside sales work, and on- 
the-job training assignment. 

Each advertisement repro- 
duced in the booklet is ac- 
companied by a footnote ex- 
plaining the policy and the 
procedure of the company re- 
lating to the particular type of 
training described. 

In an introduction the book- 
let states: “Experience during 
the war demonstrated that 
hundreds of young men pos- 
sessing the required physical 
and mental qualifications could 
be trained to perform a job 
quickly and efficiently. These 
young men were not ‘born’ 
pilots, bombardiers, and navi- 
gators; they were trained. 

“Similarly, McKesson & Rob- 


bins is training a number of 
young men with the proper 
qualifications to become mer 
chandisers of wholsale drug 
products. Basically our train 
ing program is intended to de 
velop in trainees two funda 
mentals ... knowledge and skill 

“Extent to which a trainee 
is successful depends on thie 
knowledge he acquires and skill 
in applying it.” 

Readers interested in obtain- 
ing a copy of this booklet can 
do so by writing to: McKesson 
& Robbins, 155 East 41th 
Street, New York 17. 


$2,000 Awarded for 
Suggestion at 
Parke, Davis 


Suggestion system at Parke, 
Davis & Company, Detroit 
pharmaceutical manufacturer, 
is paying handsome dividends 
to the company and employees 
alike. 

Harvey M. Merker, super- 
intendent of manufacturing, 
reports that one employee re 
cently made a suggestion re- 
garding a process for the 
manufacture of Rutin. Rutin 
is a pharmaceutical made from 
buckwheat, used by physicians 
to strengthen capillaries in the 
circulatory system of the body. 
For this suggestion the worker 
was.awarded $2,000. This sug- 
gestion program at Parke, 
Davis was installed 6 years 
ago by the suggestion system 
division of the Morton Manu- 
facturing Company, Chicago 
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Standard Register Conducts Contest to 
Name New Employee Publication 


As part of the celebration of 
its 35th anniversary, The 
standard Register Company, 
Dayton, Ohio, manufacturer of 
ontinuous forms, has launched 
i new monthly publication for 
employees. 

Tentatively titled, New Fron- 
‘iers, Standard is conducting a 
contest offering $100 in cash 
prizes to employees who sub- 
mit the best names for the new 
nagazine. The company will 
continue to publish Stanreco 
Vews for Dayton personnel to 
sive all the personal and de- 
partmental news of the factory 
ind office, and the Stanreco 
Bulletin for its field sales 
organization. The new publica- 
tion will be devoted to news of 
the entire organization. 

News of the company’s 35th 


anniversary, opening of a new 
plant, and an expanding field 
program are covered in the 
first issue. In a note to. mem- 
bers of the Standard Register 
organization, R. E. Alexander 
says: “With pictures and brief 
factual stories we'll bring you 
interesting accounts of many 
different activities. You'll learn 
how we make sales—why cus- 
tomers buy our products and 
how they are used. You'll hear 
about various people in our 
office and plant, the work they 
do and the special skills they’ve 
developed. Many Standard 
folks have interesting hobbies 
and outside activities. Recogni- 
tion of individual and group 
achievements will be given. The 
top men of our company will 
help keep you informed.” 


Illustrated Manual Issued to New 
And Old Employees at Meredith 


A 74-page, illustrated, two- 
color manual, entitled This is 
Merediths, was published re- 
cently by the Meredith Pub- 
lishing Company, Des Moines, 
lowa, and mailed to the homes 
of all employees. The manual 
will also be given to new mem- 
hers of the organization. 

Divided into four chapters, 
the manual contains a_ brief 
history of the company, in- 
formation on insurance and 
henefit programs, a photo tour 
of the plant and offices, and a 
pictorial presentation of Mere- 
dith recreational activities. 

Chapter three, titled “You 
ind the Company,” answers 
questions on company insur- 
ance, workmen’s compensation, 


retirement program, medical 
aid, credit union, mutual bene- 
fit, vacations, and holidays. In- 
formation in this chapter is 
given clearly and concisely. It 
is augmented by cartoon 
sketches and graphs. 

Another useful part of the 
manual is a personnel directory 
pouched on the back cover. 
New directories will be issued 
from time to time to keep this 
part of the manual up to date. 

Meredith clubs and activities, 
dances and parties, are pic- 
tured in chapter four. The 
first chapter contains an over- 
all picture of company tradi- 
tions, aims, and policies, with 
an illustrated history of Mere- 
dith’s 45 years of service. 


United Air Lines Adopts Management 
Personnel Training Program 


United Air Lines recently in- 
augurated a long-range follow- 
up training program for all 
management personnel at the 
company’s education and train- 
ing department at Cheyenne. 

Under the plan, supervisors 
in groups of 15 will spend a 
week annually at Cheyenne in 
conference discussions. Three 
such groups will operate simul- 
taneously. Supervisors will be 
brought up to date on such 
company activities as wage- 
and-salary administration, job 
evaluation, and cost control. 
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They will also be given an idea 
of what the company is doing 
in the way of new techniques 
and future plans. 

The conference discussions 
will be led by outstanding 
supervisors from various divi- 
sions, who will be given a 
special course to qualify them 
as conference leaders. These 
men will teach for 3 weeks, 
then return to their jobs for a 
week. They will follow this 
routine for a 4-month period, at 
which time new leaders will 
take over. 





Watching demonstration of how spherical roller bearings are as- 
sembled at Philadelphia plant of SKF Industries, Inc., is part of 
crowd of about 9,000 members of families of employees who re- 
cently attended the firm’s first postwar family day celebration 








Employees with 10 Years’ Service 
Receive 12-Month Vacations 


Employees of American Electric Motors, Inc., Los 
Angeles, can now look forward to a 12-month paid vacation 
upon completion of 10 years of continuous employment. 

Effective immediately, all unmarried employees will be 
given an annual paid holiday on their birthdays, and married 
employees on their wedding anniversaries. 

“Primarily we are seeking to build a permanent family of 
steady-working, faithful employees, and prevent manage- 
ment-emplic yee problems,” reports Phillip W. Zonne, vice 
president. 

“Most working men and women,” Mr. Zonne said, “spend 
a lifetime dreaming of and planning for a ‘sometime’ when 
they can enjoy an extended period of freedom from the 
necessity of making a living—experience a period of eco- 
nomic freedom in which to wrest more carefree happiness 
from life. For the majority of working people this dream 


‘sometime’ never materializes—hbecause of economic reasons. 


“We firmly believe,” he adds, “that helping to make these 
dreams and plans of our employees come true—by making 
their employment with us an investment rather than just a 
job—we will create invaluable good-will for easing the prob- 
lems of plant management, increasing production efficiency, 
and assuring future prosperity for both the firm and 
employees.” 

Though no definite plans have been formulated, Mr. Zonne 
expects to meet the problem of financing the 12-month 
vacations through some investment arrangement whereby 
a sum of money is set aside for each new employee. After 
10 years, this money, plus accrued interest, will pay for the 
employee’s year vacation. 

To meet the problem of temporarily replacing keymen 
taking a 12-month vacation Mr. Zonne plans an extensive 
employee training program. 

“We do not anticipate having any great number of em- 
ployees on a 12-month vacation during any one year,” Mr. 
Zonne reports. “After all, we do not expect anywhere near 
a majority of employees to remain with us for the required 
10-year period, and we do not expect to hire any large num- 
ber of new employees during any 1-year period.” 














we SHRED ALL’ ZZ, 2,25. TIPS 


WASTE PAPER SHREDDER © 


Send for This New 
1200-page Guide to 





Quickly shreds newspapers, magazines, 
waste paper, tissue, cellophane, corru- 
gated cartons, wax paper, etc., into uniform 
resilient strands ideal for packing pur- 
poses. Especially adapted to shredding 
confidential records, blueprints, etc., per- 
mitting the return of this high-grade paper 
to the paper mills, for re-use. 


Compact, economical, safe. All revolving parts 

are covered. Instantly adjustable. Shreds 4%,” to 

34”, Designed for continuous and trouble-free 
service. 





aw» WITHOUT OBLIGATION <~«« 


Any sample submitted will be shredded to your 
specification and returned, Without obligation. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 








The following literature is of 
special interest to executives 
active in business manage- 
ment. Unless otherwise stated, 
it will be sent upon request to 
either the company or editor. 
It is current, and requests for 
this literature received several 
months after date of this is- 
sue may find supplies of the 
various booklets are exhausted 





1171. IS YOUR BUSINESS HELD 
DOWN BY A PAPER-WAIT? Many 
opportunities which may have been pre- 
viously overlooked for cutting down on 
the delays in modern business caused by 
paper-waits (“failure to get the right in- 
formation to the right place at the right 
time”) are pointed out in this 16-page 
booklet on Multigraph and Multilith 
Duplimat Masters from Addressograph- 
Multigraph Corporation. It gives many 
examples of how the use of the Multi- 
graph can speed operations, save time re- 
duce paper work; and shows how Multi- 
lith Masters serve business by providing 





Better Employee 
Relations... 





THE SECOND EDITION 
OF THE DARTNELL 


INDUSTRIAL 


RELATIONS 
HANDBOOK 


A complete practical guide to em- 
ployee relations methods, policies, and 
practices. Ten thousand companies 
bought the first edition. Now the second 
enlarged revised edition is ready. It 
brings you the latest facts on every 
aspect of employee relations based on 
case studies in hundreds of plants. 


Fully illustrated, quoting company 
names, written in factual report style, 
this Handbook is indispensable to the 
executive in your company responsible 
for industrial and labor relations. 
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START WITH SKYLINE VISIBILITY 


for Maximum Filing Efficiency .. . 





"—_ 
Ee: 


“Y AND E” DIRECT NAME 
SYSTEMS .. . provide logical, 
visual arrangement of guides 
and folders—every caption on 
guides and folders clearly visi- 
ble—no time lost in searching. 


Send for folder ‘Is Your File 
Really Efficient?’’ This demon- 
strates visually all the points 
of an efficient filing system. We 
will also gladly send you Office 
Manual Section 17. It is a com- 
plete set of Instructions and 
Indexing and Filing Rules. 


piu cut o\t 
Teesey Lae ens | 


his oid 


Is - Your File Realiy 


Doe Be 4 zi 


Efficient? 











FOREMOST FOR MORE THAN 65 YEARS 


YAWMAN and ERBE MFG. Co. 1042 JAY STREET ROCHESTER 3,N. Y. 











sizes which Fototype-Chicago provides 
on special white card stock. Letters are 
slipped into a self-aligning composing 
stick, picked up with scotch tape, glue 
applied to back, then mounted on layout. 


* * * 


1175. THE BIG NEW PLUS IN 
PHOTOCOPYING. Eastman Kodak 
Company announces its new Kodagraph 
Contact paper in this folder, and out- 
lines the eight pluses it offers for photo- 
copying with your present equipment. 
The pluses which Kodagraph Contact 
Standard offers are: Contrast, versatility, 
speed, flatness, stock, latitude, range, and 
uniformity. 


* . 7. 


1176. LET A SHIPPER TELL YOU 
THE ADVANTAGES OF METERED 
PARCEL POST TO BUSINESS. This 
new brochure, prepared by Pitney- 
Bowes, Inc., especially for users of parcel 
post, makes its appearance at an op- 
portune time when the holidays generally 
create an increase in this type of mail. 
It tells how the modern, single-stamp, 
metered mail method saves time, trouble, 
and cost on parcel post as well as other 
mail. 
+ * * 


1177. THE MAN BEHIND THE FIG- 
URES...“is the man who ’counts,’” is 
the remainder of the title on this folder 
from Ivan Sorvall. It tells about the ad- 
vantages of the “Original-Odhner,” an 
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efficient, compact calculating machine 
priced within reach of the one-man busi- 
ness. And it also shows a large-size pic- 
ture of this versatile machine which can 
multiply and divide or multiply and add 
simultaneously, yet takes very little room 
on the desk. 


7 * * 


Requests for these booklets may be sent 
either direct to the company, or check 
the number below, clip and attach your 
company letterhead, and mail to the 
Hditor, AMERICAN Business, 4660 Ravens- 
wood Avenue, Chicago 40, Illinois. 


* * . 


. Addressograph-Multigraph Corp., 
1200 Babbitt Road, Cleveland 





Cramer Posture ( Cramer Dealers 


Chairs in use Everywhere 
all over the Ss Your inquiries 
world. are invited 





| BS | 


Cramer manufactures a chair for 
every seated worker. Over 60 
models plus special designs to 
fit individual needs. 


(Cramer POSTURE CHAIR COMPANY, Inc. 
1211 Charlotte Kansas City 6, Mo. 








17, Ohio. 


2. General Fireproofing Co., Youngs- 
town, Ohio. 


. Remington Rand Inc., Tabulating 
Machines Div., 315 Fourth St., 
New York 10. 





CLAR-O-TYPE cleans 
typewriter type 
instantly. Economical. 
50¢. Non-inflammable. 
, Order from your sta- 
tioner or typewriter 
dealer. 








74. Fototype-Chicago, 1414 Roscoe St., 
Chicago 13. 





1175. Eastman Kodak Co., Industrial 
Photographic Div., Rochester 4, 
New York. 

1176. Pitney-Bowes, Inc., Walnut and 


Pacific, Stamford, Conn. 


. Ivan Sorvall, 210 Fifth Ave., New 
York 10. 








PHONE PRIVACY 


“Hush-A-Phone”’ 


-A- 


board and Dictating Machines 
New “Wave-Filter” 
Model intensifies your 
voice many times. 


43 W. 16th St., N.Y. 11 


Office Quiet — Better Hearing 


Models for E-1 and F-1 Handset 
Phone; Pedestal Phone; Switch- 


HUSH-A-PHONE CORP. 
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YOUR 
SECRETARY 
WILL 


Love You! 


Watch for the happy sparkle in her 
eyes when you put a Liberty Copy- 
holder on her desk. 

Watch her work go faster, too. The 
unique angle support holds even a 
heavy directory for easy, sight-leveled 
reading. List compilers . . . rate, billing, 
statistical clerks . . . many others find 
easier copying and greater accuracy 
with the Liberty Copyholder. 

Order a Liberty Copyholder for your 
secretary today. Only $1.29 each, 
postpaid. 


BANKERS BOX COMPANY 


720 S. Dearborn St., Chicago 5, Illinois 


































SINCE 1874 


RIGINAL DHNER 


| Abit oo <a ea "SPIED 
“THE MACHINE TO COUNT ON” 


(iitiitiWs”. 





A HANDY CALCULATOR 


Exclusive Back Transfer Device 
Speeds Up Calculations 


HERE’S THE ANSWER to 
management’s demand for a low 
price, fast calculator. Entirely 
portable. Ready to go any place 
—any time. Keep one on every 
desk, where quick calculations 
are necessary. 


Use more machines to serve 
more people at less cost 


IVAN SORVALL 


210 Fifth Ave., New York (0, N. Y. 
Ask for Bulletin NO-113 















TEW BOOKS 





OFFICE MANAGEMENT. Edited by 
Coleman L. Maze. Here is a book that 
was crying to be compiled. And it is a 
good job. Containing 870 pages, and 
extremely well organized, the compiler 
has divided it into five parts —or ele- 
ments, as he calls them. They are: (1) 
The organization element, (2) the human 
element, (3) the physical element, (4) 
the operation element, and (5) the con- 
trol element. The author generously lists 
the names of 110 contributors to his 
book, giving in most cases their business 
connections and organization _ titles. 
Somehow or other this lends a great air 
of authority and experience to the book, 
and as we study the pages we find this 
promise is fully lived up to in every 
chapter and section. 

The book was published under the 
auspices of the National Office Manage- 
ment Association. Mr. Maze, the editor, 
was formerly president of this aggressive 
association. He is also professor of man- 
agement and vice chairman of the de- 
partment of management and industrial 
relations, School of Commerce, Accounts 
and Finance, New York University. 

For office managers who are interested 
in the customs which prevail in other of- 
fices there is a chapter which will be 
especially useful. It is based on a survey 
of 836 companies, employing 260,062 em- 
ployees. The survey was conducted by 
National Office Management Association 
and is presented in full in one section of 
Mr. Maze’s book. Another especially use- 
ful section is the one on office methods 
and procedures, in which are included a 
number of useful charts and diagrams 
which show how to build flow charts and 
process charts, how to plan office pro- 
cedures, and many other new techniques 
which are not widely used as yet. This is 
the first book on office management, so 
far as we know, which really does justice 
to this subject. The weakest sections are 
devoted to office furniture, machines, and 
equipment. Only a sketchy description of 
the usual office machines are included, 
and while the editor may have felt that 
office machines, furniture, and functions 
are too well known to warrant any more 
space, we feel from the constant stream 
of inquiries which come into this office, 
that a more extensive treatment of this 
subject would have been justified and 
would have made the book much more 
valuable to a wide range of users. One 
more fault—where halftone illustrations 
are used, the quality of reproduction is 
poor. We realize that a book paper, not 
wholly suitable for halftone illustrations, 
has been used. But even allowing for this, 
the printing of illustrations is bad. But 
to make up for these minor faults, per- 
haps, the price is unusually low. It is $6, 
for a type of book which often sells for 
considerably more these days. The 
Ronald Press Company, New York. 


@ For real sitting com- 
fort, plus postural aid 
to physical fitness . . try 
the new Do/ More pos- 
ture chair forexecutives. 
Send for name of deal- 
er, and FREE booklet, 
“Physical Fitness.”” 

DOMORE CHAIR COMPANY, INC. 
DEPT. 1103, ELKHART, INDIANA 


DO/MORE \ if 
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Statement of Ownership 


Statement of ownership, management, etc.., 
required by the Act of March 3, 1933, of 
AMERICAN BUSINESS COMBINED WITH SYSTEM, 
published monthly at Chicago, Illinois, for 
October 1, 1947. 


State of Illinois, County of Cook, ss. 


Before me, a notary public in and for the 
state and county aforesaid, personally appeared 
J. C. Aspley, who, having been duly sworn 
according to law, deposes and says that he is 
the publisher of AMERICAN BUSINESS COMBINED 
WITH SysTeM, and that the following is, to 
the best of his knowledge and belief, a true 
statement of the ownership, management, etc., 
of the aforesaid publication for the date 
shown in the above caption, required by the 
Act of August 24, 1912, as amended by the 
Act of March 3, 1933, embodied in section 537, 
Postal Laws and Regulations: 


1. That the names and addresses of the pub- 
lisher, editor, and business manager, are: 
Publisher, J. C. Aspley, 4660 Ravenswood 
Avenue, Chicago, Ill.; Editor, Eugene Whit- 
more, 4660 Ravenswood Avenue, Chicago, IIl. 

2. That the owner is: The Dartnell Publica- 
tions, Inc. The owners of Dartnell Publica- 
tions, Inc., are: The Dartnell Corporation, 
Chicago, Ill.; J. C. Aspley, Glencoe, Ill.; J. T. 
Kemp, Glendale, Calif.; T. D. Reid, Chicago, 
Ill.; E. H. Shanks, Evanston, Ill.; Eugene 
Whitmore, Chicago, Ill.; J. K. Lasser, New 
York, N. Y.; Arthur C. Croft, New York, 
N. Y. The holders of 1 per cent or more of 
the total amount of stock in The Dartnell 
Corporation are: J C. Aspley, Glencoe, III. ; 
M. D. Aspley, Glencoe, Ill.; Mae B. Aspley, 
Chicago, Ill.; J. T. Kemp, Glendale, Calif. ; 
H. G. Trine, Chicago, Ill.; E. H. Shanks, 
Evanston, IIl. 


3. That the known bondholders, mortgagees, 
and other security holders owning or holding 
1 per cent or more of total amount of bonds, 
mortgages, or other securities are: None. 


4. That the two paragraphs next above, giv- 
ing the names of the owners, stockholders, and 
security holders, if any, contain not only the 
list of stockholders and security holders as 
they appear upon the books of the company, 
but also, in cases where the stockholder or 
security holder appear upon the books of the 
company as trustee or in any other fiduciary 
relation, the name of the person or corpora- 
tion for whom such trustee is acting, is given; 
also that the said two paragraphs contain 
statements embracing affiant’s full knowledge 
and belief as to the circumstances and condi- 
tions under which stockholders and security 
holders who do not appear upon the books of 
the company as trustees, hold stock and securi- 
ties in a capacity other than that of a bona 
fide owner; and this affiant has no reason to 
believe that any other person, association, or 
corporation has any interest direct or indirect 
in the said stock, bonds, or other securities 
than as stated by him. J. C. ASPLEY 


Sworn to and subscribed before me this 26th 
day of September, 1947. A. W. Ertinc, Notary 
Public. (My Commission expires June 24, 1948.) 


[SEAL] 
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SERVICES and SUPPLIES 








Executives Wanted 





SALARIED POSITIONS 
$2,500— $25,000 


This thoroughly organized confidential serv- 
ice of 37 years’ recognized standing and 
reputation carries on preliminary negotia- 
tions for supervisory, technical and execu- 
tive positions of the caliber indicated. Re- 
taining fee protected by refund provision. 
Identity covered and present position pro- 
tected. Send only name and address for 
details. R. W. BIXBY, INC., 201 Dun Bldg., 
Buffalo 2, N. Y. 





Branch Office Services 





VARIOUS PLANS. Folder free. PROTEC- 
TION INCORPORATED. Confederation Bldg., 
Montreal, Canada. 


Inventions for Sale 








EXPLOIT NEW INVENTIONS and make 
money. Write for our free classification sheet 
of inventions for sale). ADAM FISHER CO., 
41 Enright, St. Louis, Mo. 


New & Used Business Equipment 


WHAT OFFICE EQUIPMENT DO YOU NEED? 
Or want to sell? We buy, sell or trade all kinds 
of office equipment, specializing in rebuilt 
visible filing equipment, such as KARDEX, 
ACME, GLOBE-WERNICKE, Y&E, INTER- 
NATIONAL and other makes, also visible 
supplies. We handle fireproof files, safes and 
vertical filing equipment in all types and sizes, 
new and used. All used equipment fully recon- 
ditioned and guaranteed. 

E. H. HEINEMAN, Box 552, ST. LOUIS, MO. 











Printing 








LABELS, ADVERTISING STICKERS. Free 
folder and samples. IMPRINT, Emporia, Kans. 





Postcard Advertising 





DYNAMIC! ATTENTION GETTING! 
Flash and Royal Border Postcards Give 
Your Message the Punch It Needs 








Send for samples today 


KUPFER PRINTING COMPANY 
501 S. Jefferson St. Chicago 7, Illinois 





Situation Wanted 


COMPETENT EXECUTIVE AVAIL- 
ABLE. Experience includes public rela- 
tions, direct mail, sales, community organi- 
zation. College education, business adminis- 
tration. Travel anywhere. Age 33. Box 
1171, AMERICAN BUSINESS, 4660 Ra- 
venswood Ave., Chicago 40, II. 











CUT COSTS WITH 
DARTNELL FORMS 


SAVE TIME AND MONEY 


SALESMAN’S APPLICATION 
BLANK—Used by more than 3,000 
concerns to find weak points in ap- 
plications for positions as salesmen. 
A four-page form embodying the best 
features of many forms. 8x11 inches. 


Other Dartnell forms are: General 
Application Blanks; Expense Account 
Forms; Automobile Expense Books; 
Auto Expense Blanks; Salesmen’s 
Reference Forms. 


Write for FREE Samples 
THE DARTNELL CORPORATION 
Publishers 
4660 Ravenswood Ave., Chicago 40, Ill. 











Steel Guide Tabs 


eS 





Unbreakable spring jaws 
clamp them firmly to cards but 
Dermit removal or rearrangement. 
Large openings covered by trans- 

parent pyroxylin, white, blue, green, yellow, pink or red. 
insertable labels in perforated strips for typing. 

2 Sizes, 1 in. wide and 2in. Tops straight, or bent back. 
Sold by best stationers, U.S. and foreign, or sent post- 
paid to responsible firms on 30 days’ trial. Price list free. 

Now filling orders promptly 
Samples (5 or less) 2 cents each 
10,500 used by Shapleigh Hardware Co., St. Louis 


CHAS. C. SMITH, Mfr., Box 611, Exeter, Nebr. 
Steel Signals 








THIS 
CARD 
oF 
SAMPLES 


= | FREE 


wi Tudeh beded 









Signal vital facts with Cook’s File 
Signals—automatic reminders, in- 
valuable for classifying, indexing 
data. Card of actual samples (all 
styles, colors) free ; no obligation. 
The H. C. Cook Co., 38 Beaver St. 
Ansonia, Conn. 
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USINESS is marking time. It is waiting to 
see what Congress will do. That emergency 
aid for Europe will be granted seems assured. 
But the steps to be taken to counteract the 
inflationary effects of such aid at home are 
what worries the businessman. However, un- 
less drastic controls are voted, which seems un- 
likely, there is small chance that consumer 
spending will fall off, or that prices will drop 
very much. At this writing Christmas buying 
is headed for an all-time peak; employment 
and wages are at new high levels. A third 
round of wage increases is in the making, with 
a possibility that rates for some skilled crafts- 
men may top $3.00 an hour in high-wage areas. 
In Chicago, printers employed by newspaper 
publishers have posted demands which amount 
to $3.30 an hour if you include paid vacations. 
So, barring an unexpected break in consumer 
buying, near-term prices are more likely to go 
up than to come down. What happens next 
year depends upon the trend in building. If 
the present boom carries over in spite of higher 
wages and material costs, and structural steel 
is not too severely restricted by Congressional 
action, many observers believe the present level 
of business will hold through the first half of 
1948. But the lush profits which characterized 
1947 may not be repeated. Business has 
reached a point where rising costs cannot 
be absorbed out of increasing volume. Costs 
must be held in check or profits will suffer. 


White-Collar Salaries 


First returns from a questionnaire to 1,000 
selected employers indicate that about 85 per 
cent of these companies have adjusted white- 
collar salaries in line with the increased earn- 
ings of factory workers. The other 15 per cent 
have made some adjustment but have not in- 
creased salaries sufficiently to offset the in- 
creased cost of living. Our check also indicates 
that very few employers of office help have 
granted salary increases equal to those given 
factory workers. The reason is obvious. The 
office employee enjoys many privileges and 
greater job security and job satisfaction than 
the factory worker. Fifteen per cent of the 
companies replying to our questionnaire have 
some form of supplementary compensation 
for office workers. Then, too, there is the mat- 
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ter of supply and demand. However repugnant 
the thought may be, with our schools and 
colleges turning out millions of graduates who 
want to be business executives, and don’t 
want to get their hands dirty doing manual 
work, it is natural the competition for white- 
collar jobs will depress salaries. Contrariwise 
the unwillingness of men to work with their 
hands creates a shortage of factory workers 
and necessarily induces higher wage rates. But 
even so, it is encouraging to find that many 
employers, including some of the largest, have 
adopted salary administration programs, based 
upon merit and aptitudes, which establish 
white-collar salaries on the basis of an em- 
ployee’s worth. This is as it should be. 


Sales Job Specifications 


The hearings now being held to consider the 
status of salesmen under the Wage-Hour Act 
underscore the importance of having carefully 
drawn specifications for all sales jobs. In 
general, there are three qualifications which 
must be met before a salesman is exempt from 
the Wage-Hour law: (1) He must work 
regularly at the job of making sales and ob- 
taining orders. (2) He must work away from 
the employer’s place of business. (3) His work 
of the same kind as nonexempt employees can- 
not exceed 20 per cent of the work of these 
employees. The salary test, used for executive 
employees, does not apply to salesmen. Thus, 
it has been held by the Wage-Hour ad- 
ministrator that a person engaged in training 
other salesmen, unless he is in the field making 
sales with the trainee, is nonexempt. He is not 
engaged in obtaining orders. On the other 
hand, a salesman attending a conference has 
been held exempt, since attending sales con- 
ferences is a part of an outside salesman’s 
work. But a salesman who solicits orders by 
telephone is not exempt because outside sales, 
so it has been held, must be made at the cus- 
tomer’s place of business! In the past, and 
probably even more so in the future, the test 
of exemption will be the written job specifi- 
cations governing a salesman’s operations. 
How many employers have such specifications? 
They may have them for factory employees, 
but seldom for sales employees. Not having 
them may prove expensive in 1948.—J.C. A. 
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